July 14, 1999

SUBJECT: Merit Pronotion Pl an

TG Al Rural Devel opnent Enpl oyees

Thi s menorandum transmits the new Merit Pronotion Plan for Rural Devel opnment
enpl oyees including the Rural Business-Cooperative Service, the Rural Housing
Service, and the Rural UWilities Service. It is also intended to cover
positions assigned to the new Support Services Bureau.

This policy is effective July 12, 1999, for non-bargai ning unit enpl oyees.
Before inplenmenting or applying this policy to bargaining unit positions,
negoti ations with the appropriate union | ocal nmust be conpl eted.

This is the second Service Center agency common policy issuance. The plan is
being issued in its present format pending inplenentation of a uniform
directives system The plan is available fromthe Internet at:

http://dc.ffasintranet. usda. gov/ hrd/ cover. htm

Human Resources is planning to hold a tel econference in August with

Adm nistrative Oficers and State Human Resource Managers to review the plan
and answer questions regarding significant differences from present policy.
A Question/ Answer presentation is currently being devel oped for this policy
and will appear on the website shortly.

Questions regarding this menorandumor the policy nay be directed to your
State Administrative Programs Staff, Human Resource Manager or to the Human
Resour ces headquarters staff.

LEONARD HARDY, JR
Deputy Admi ni strator
for Operations and Managenent

At t achnment

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Until Superseded Adm ni strative/ G her Prograns
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BACKGROUND

Thi s establishes the procedures for nmerit pronotion and pl acenent actions for
positions in the National Ofices, Service Centers, and other Field Ofices
of the Rural Business-Cooperative Service, Rural Housing Service, and Rura
Uilities Service, Natural Resources Conservation Service, (NRCS), Risk
Managenent Agency, (RMA), Foreign Agricultural Service, (FAS), Farm Service
Agency, (FSA), and the Support Services Bureau, (SSB). This docunment is in
accordance with 5 CFR 335 and provi des suppl emental information to conply

wi th these requirenents.

PCLI CY

A In order to pronote fair and equitable treatnent for all enpl oyees,
this plan defines how consideration will be given to all interested
applicants.

B. Thi s Suppl ement does not guarantee pronmotion; nor does it require a
vacancy be filled by pronotion

C Actions under this Merit Pronotion Plan--whether in identification
qualification, evaluation, or selection of candidates, or any other
phase of the pronotion process--shall be made wi thout discrimnation
for any nonmerit reason

D. This plan covers promobtions in the conpetitive service through GS- 15
and simlar pay schedules, and to or fromany prevailing rate schedul e
posi tion.

E. Any exception to this nerit pronotion policy nmust be approved by the

head of the national Hunman Resources O fi ce.
OBJECTI VES

A The objectives of this plan are to:

narrow t he nunber of candidates to a reasonabl e nunmber and assure
that sel ections are made from anong the best qualified
appli cants;

gi ve enpl oyees an opportunity to receive fair, equitable, and
appropriate consideration for higher |evel jobs;

provide an incentive for enployees to inprove their performance
and develop their know edges, skills, and abilities, ( KSAs);

provi de career opportunities for enpl oyees;

bring the best qualified candidates to the attention of the
selecting official; and,

enhance and support diversity in the workforce.



COVERAGE

The foll owi ng types of personnel actions are covered:

A

B

Conpetitive pronotion.

Reassi gnnent or denotion to a position with nore pronotion
potential than the highest actual grade held by an enpl oyee on a
per manent basis under a career or career-conditional appointnent.

Transfers to a higher-graded position or a position higher
pronotion potential than the highest actual grade previously held
by an enpl oyee on a pernmanent basis under a career or career-
condi ti onal appoi nt nment.

Rei nstatenent to a hi gher-graded position or a position with

hi gher pronotion potential than the highest actual grade held by
an enpl oyee on a pernmanent basis under a career or career-
condi ti onal appoi nt ment.

Selections for details for nmore than 120 days to a hi gher-graded
position or to a position with known promotion potential

Selection for training that is any one of the follow ng:
Part of an authorized training agreenent.

Part of a pronotion program although the pronotion may not
i Mmedi ately follow the training.

Requi red before an enployee is qualified for reassignment
to a different occupational series.

Part of a Career Enhancenent Program

Designed primarily to prepare enpl oyees for advancenent or
to fulfill specific qualification requirenments for a
position with known pronotion potenti al

Time limted pronotion for nore than 120 days to a hi gher-graded
position or a position with higher pronotion potential, unless
the sel ectee has held the grade previously on a permanent basis.



EXCEPTI ONS

The foll owi ng types of personnel actions are not covered:

A

Conpetitive selection froman Ofice of Personnel Mnagenent
(OPM certificate or a certificate issued by an Agency wth
del egat ed exami ning authority.

Pronmotions resulting froman enpl oyee's position being
reclassified at a higher grade because of accretion of duties and
responsibilities.

Pronmotions resulting fromupgrading a position, wthout
significant changes in the duties or responsibilities, because of
ei ther the issuance of a new classification standard or the
correction of an initial classification error.

Car eer -1 adder pronotions when an enpl oyee was previously sel ected
for an assignnent intended to prepare hinlher for the position
being filled. Sources of selection nmay be:

an Ofice of Personnel Managenent certificate

a list of enployees issued under del egated exam ni ng
authority

sel ection under conpetitive pronotion procedures
Speci al Pl acenent Prograns or

any other direct hire authority.

Pronotion, reassignnment, denotion, transfer, reinstatenent, or
detail to a position having pronotion potential no greater than
the potential of a position an enployee currently hol ds or
previously held on a permanent basis in the conpetitive service,
provi ded t he enpl oyee was not denoted or separated fromthat
grade because of deficiencies in performance or "for cause"
reasons.

Details, not |longer than 120 days, to a higher-graded position or
to a position with no known pronotion potenti al

Details at the sanme or | ower grade

Actions taken as a renedy for failure to receive proper
consideration in a competitive pronotion action

Pronoti ng an enpl oyee upon exerci se of reenploynment rights if the
enpl oyee's forner position was reclassified during his/her
absence.



R

Sel ection of a candidate fromthe Reenpl oyment Priority List
(RPL) for a position up to the highest grade previously held in
the conpetitive service.

Position changes permtted by Reduction-in-Force (R F)
regul ati ons.

Repronotion to a grade or position fromwhich an enpl oyee was
denpted as a result of RIF

Sel ection by reassignment to a position with the same or |ess
pronotion potential than a position previously held under a
career or career-conditional appointmnent.

A temporary pronotion for 120 days or |less to a higher-graded
position or to a position with known promotion potential

Per manent pronotion to a position held under tenporary pronotion
when:

(1) t he assignnent was originally made under conpetitive
procedures; and

(2) it was made known under conpetitive procedures to al
conpetitors at the time that it mght |ead to a pernmanent
pronoti on.

Vol untary change to a |l ower grade with the same or |ess pronotion
potential than previously held under a career or career-
condi ti onal appoi nt ment.

A position change froma position having known pronotion
potential to a position at the sane grade having no higher
potenti al .

Selection of an eligible CTAP or | CTAP candi date.

METHCODS FOR FI LLI NG VACANCI ES

Vacancies may be filled by any appropriate nethod including specia
pl acenent programnms, new appoi ntnent, reassignnent, transfer
rei nstatenent or pronotion, etc.

PRI ORI TY PLACEMENT PROGRAMS

A

VWhen a position is announced with an area of consideration
limted to all or sone portion of the USDA workforce, the order
of consideration for priority and other candidates is as foll ows:

1. Agency CTAP eligibles
2. USDA CTAP eligibles
3. Agency/ USDA repronotion eligibles



4. Agency priority consideration eligibles

5. Al other applicants within the area of consideration, and
6. RPL registrants at the option of the selecting official
B. VWhen a position is announced with an area of consideration which

exceeds the current USDA workforce (e.g., CGovernnent-w de or al
sources), the order of consideration for priority and other candi dates
is as follows:

1. Agency CTAP eligibles
2. USDA CTAP eligibles
3. USDA RPL registrants
4. USDA | CTAP applicants
5. Agency/ USDA repronotion eligibles
6. Agency priority consideration eligibles
7. | CTAP eligibles (other than those di splaced from USDA) and
8. Al'l other applicants.
C. USDA REPROMOTI ON PLACEMENT PLAN

Enpl oyees downgraded t hrough no fault of their own are entitled
to priority consideration for a period of 2 years fromthe
effective date of the enpl oyee’ s downgrade.

D. PRI ORI TY CONSI DERATI ON

Enpl oyees are entitled to priority consideration whenever
reconstruction of a pronotion action shows that, except for sone
error, (i.e. wong qualification determ nation, failure to

consi der, inproper rating, failure to follow conpetitive
procedures, etc. ), the enpl oyee woul d have appeared on a
pronotion certificate. The enployee shall be entitled to one
bonafi de consideration for the type (sane series, grade, up to
the same pronotion potential, and geographic area) of position
previously applied for under conpetitive procedures. A priority
consideration certificate will be forwarded to the selecting
official prior to issuing a competitive certificate. If no
priority consideration candidate is selected, the selecting

of ficial must provide job-related justification for the non-

sel ecti on.



I NI TI ATI NG THE VACANCY

A

The supervisor of the vacancy will submt an SF-52, Request for
Personnel Action, through appropriate channels. Wth the SF-52,
the supervisor will attach a Position Description Cover Sheet and
a current position description that accurately describes the
position to be filled

No action will be taken to staff the vacant position until the
position is classified.

The selecting official will determne, in consultation with the
Per sonnel Specialist, the best way to fill the vacancy (OPM
register, transfer, reinstatenment, nmerit pronotion procedures,
Speci al Pl acenment Prograns, etc.).

PROCEDURES WHEN VACANCY | S ANNOUNCED

The followi ng procedure will be followed for all nerit pronotion
vacanci es:

A

Identification of Selection Criteri a.

1. Prior to posting the vacancy announcenent, the Personne
Speci al i st det erm nes:

a. That KSAs are established for the position. The
Personnel Specialist will discuss and review with the
selecting official the existing KSAs to deternmine if
they are still appropriate; or

b. That KSAs are not established for the position. The
Personnel Specialist will contact the selecting
official to establish the KSA's

M ni num Area of Consi deration

The following is designated as the m ni mum area of consideration

1. Any single Agency, Service, or Bureau
Nat i onal / Headquarters O fices -conmuting area

2. Any single Agency, Service, or Bureau, State/Field Ofices
- comuting area

A wider area of consideration may be initially established to
obtain nore qualified candidates if it is anticipated that
sufficient candidates will not be avail able.



C. Preparati on and posting vacancy announcemnents.

1

Vacancy announcenents will normally be posted for a m ninmum
of 10 wor kdays. Announcenents with the area of
consideration limted to CTAP/ | CTAP candi dates nay be open
for 5 cal endar days.

Nat i onwi de/ Government wide will be posted for a m ni mrum of
21 cal endar days.

Close of business in Field Ofices will be determ ned by
the appropriate official in each office.

Vacancies will be posted on the automated bulletin board
systens prescribed by OPM O fices will ensure
announcenents are posted to provide for adequate publicity
to enpl oyees.

10. SUBM TTI NG APPLI CATI ONS

A To be considered for posted vacanci es, the follow ng procedures
nust be fol |l owed:

1

NOTE

Applicants rmust submt:

SF-171, Application for Federal Enploynent; or

OF-612, Optional Application for Federal Enpl oynent;
or

resune; and

Suppl ement al statenment that addresses each of the
KSAs separately or other information included in the
announcenent; and

Current perfornmance appraisal/rating, or a statenent
advi sing the performance appraisal/rating is

unavail able. (This applies only to current Federa
Enpl oyees) .

Any ot her information as specified in the vacancy
announcemnent .

Non-conpetitive referral candi dates are not required to
submit KSA suppl enmental statenents although they are
encouraged to do so.

Failure on the part of the applicant to submt the
requested material will result in not being considered for
t he advertised position.

KSA suppl emental statements may not be nore than 2 single-
spaced pages per KSA unl ess otherw se stated on the vacancy
announcemnent .

Additional materials, such as copies of position
descriptions, publications, award certificates, will not be
considered in the ranking process.



11.

Applications nmust be received at the specified | ocation by the

cl ose of business on the closing date of the vacancy announcenent
unl ess otherw se stated on the vacancy announcenent. Exceptions
to this requirement may be nmade by the servicing Human Resources
Ofice for reasons such as extended power outages, severe

weat her, etc.

Applications submitted by facsinmle or other electronic nmeans as
specified in the announcenent will be accepted.

Enpl oyees who are on extended | eave are responsible for notifying
their supervisor if they want to be considered for pronotiona
opportunities while they are on travel or |eave. Enployees shal

| eave a tel ephone nunber, e-mmil address and/or facsimle nunber
with their supervisor. The supervisor is responsible for
contacting the enpl oyee to provide vacancy information

Vol untary applications within the Agency will not be accepted
unl ess so stated on the vacancy announcement. The vacancy
announcenent will outline the method of considering candi dates
when applications are accepted.

Applications will be accepted from candi dates under specia

hiring authorities, i.e., VRA 30%Disabled Veteran, Persons wth
Disabilities, etc. Qualified candidates will be placed on the
Pronmotion Certificate as non-conpetitive referrals.

Section 765 of P.L. 05-277 states that pernmanent enpl oyees of FSA
County Committees enpl oyed on or after October 1, 1998, shall be
consi dered as having Federal G vil Service status for the purpose
of applying for USDA Cvil Service vacancies. Applications wll
be accepted from permanent FSA County Committee enpl oyees who are
enpl oyed on or after October 1, 1998, when the area of

consi deration includes FSA enpl oyees. FSA County Committee

Enpl oyees do not receive any priority consideration for G vi
Servi ce vacanci es.

EVALUATI ON TO DETERM NE ELI G BI LI TY, BASI C QUALI FI CATI ONS, AND
NOT1 FI CATI ON TO CANDI DATES

A

Qualifications of the applicants will be determined fromthe
application package submtted and the applicant notified of the
results.

M ni mrum qual i fi cati on standards used for placenments are standards
approved by the O fice of Personnel Managenment and may be found

i n OPM Handbook, Qualification Standards for General Schedul e
Positions and the X-118C, Internal Qualifications Quide for Trade
and Labor Jobs. The Personnel Specialist will assure that all of
the followi ng requirenments are net:



12.

1. Time-in-grade restrictions.

2. Qualification Standards for General Schedul e Positions or
the X-118C st andards.

3. 90-day after conpetitive appointnent restriction

4. Any ot her requirenments such as sel ective placenent factors
(e.g., ability to comunicate in a foreign | anguage).

5. Sunmary performance rating of fully successful or results
achi eved.
C. Applicants nmust nmeet all of the above requirenents by the closing

date of the announcenent.

D. Subm ssion of additional information after the closing date will
not be accepted.

RATI NG AND RANKI NG PROCEDURES

Either a Merit Pronotion Panel or a Personnel Specialist/Subject Mtter
Expert may be used to rate and rank candi dates.

A panel may be used for any vacancy regardl ess of the nunber of
conpetitive candi dates.

A Personnel Specialist/Subject Matter Expert may be used if there are
10 or less conpetitive candidates for any particul ar advertised grade
| evel .

The same nmethod will be used for any position(s) advertised at multiple
grade | evels.

A Merit Pronotion Panel Method
1. Merit Pronotion Panel Conposition
a. The Personnel Specialist will assenble a Merit

Pronotion panel consisting of at |east two nmenbers
who occupy positions at a grade |evel not |ower than
the full performance |evel of the position being
filled. The selecting official may recomend nenbers
to serve on the panel subject to the approval of the
Per sonnel Speci ali st.

b. The Personnel Specialist will serve as a facilitator
with responsibility for assuring the requirements of
merit pronotion procedures are followed and to assi st
in expediting the process.



C. Nei t her the supervisor, the selecting official, nor
t he approving official of the vacancy may be a menber
of the panel. They may, however, be asked to appear
bef ore the panel to answer any questions regarding
t he vacancy or the crediting plan.

d. Merit Pronotion Panels should include mnority group
nmenbers and/ or wonen.

e. Menbers of the panel will protect the confidentiality
of all information received or reviewed during the
conmttee process.

f. There may be an EEO observer present during this
process.

Merit Pronotion Panel Del egated Responsibility

The Merit Pronotion Panel has the final responsibility for
determ ni ng best qualified candi dates based on valid,
job-related criteria and enpl oyee’s applicati on package.
They are accountable for defending their final decision to
any regul atory or investigative agency.

Merit Pronotion Panel's Rating of the Candi dates

a. The Merit Pronotion Panel will use the follow ng
rating instruments to determ ne a candidate's
possessi on of each identified KSA and the |evel of
proficiency attained.

Rating I nstrunment - application, KSAs,
per formance appraisal, related awards, training
and self devel opnent.

NOTE: These factors may be considered in the

eval uation process only to the extent that they are
clearly related to one or nore of the skills and

know edges i nportant to successful performance in the
job to be filled.

b. A rating scale will be devel oped for each KSA agai nst
whi ch an applicant’s possession of that KSA will be
neasur ed.

The point range is 5 - 0.

Superi or
assi gned)

(5 points will be

Satisfactory
assi gned)

(3 points will be

M ninmal |y acceptabl e
assi gned)

(1 point will be

No evi dence - (0 point will be
assi gned)

10



13.

B. Per sonnel Speci alist/Subject Matter Expert Ranki ng Met hod

1

If there are 10 or fewer qualified conpetitive applicants
at each particular grade |level for a vacancy, a Personnel
Speci al i st may be used to determ ne the best qualified.

The Personnel Specialist or a subject matter expert will
apply the same rating criteria used by a nerit pronotion
panel as descri bed above in paragraph 12. A 3.

C. Determ ning the Best Qualified

1

Al ternative

1

Each basically qualified conpetitive candidate i s eval uated
against criteria devel oped fromthe job anal ysis process
whi ch was devel oped prior to rating. Each candidate is
given a score based on their experience, education, related
awards, training, and self devel opnent. These scores are

t hen conbi ned and recorded on the master score sheet.

Up to 10 candidates may be certified for each grade |eve
i f meani ngful distinctions cannot be nade anong a snall er
nunber .

VWere distinctions sinply cannot be nade, if a tie occurs
for the 10th position, all names with that score will be
referred.

If nore than 1 positionis to be filled, three additiona
nanes may be certified for each additional vacancy.

If insufficient candi dates, (three or |ess) are best
qualified, the selecting official may nake a sel ection or
request that the area of consideration be extended.

There is no provision allowing the selecting official to
request and nmake a sel ection from candi dates who have not
been rated best qualified.

Eval uati on Met hod

This is an alternate approach for determning well
qual i fi ed candi dates when 10 or fewer applications are
recei ved frombasically qualified candi dates who nust
conpet e.

The Personnel Specialist reviews application materials to
determ ne that an applicant neets basic qualifications and
any selective factors identified for the position. A
further reviewis conducted to distinguish well qualified
candi dates fromthose who only nmeet m ni mum requirenents.

11



14.

3. If a Personnel Specialist is not famliar w th the
requi rements of the position to determ ne whet her
experience, education, or training relates to the
eval uation criteria, then a subject matter expert nmay
performthe evaluation or his/her technical advice may be
obt ai ned.

4. Applicants who neet all these requirements are referred to
the selecting official as well qualified candi dates for
consi deration by the selecting official

5. Any basically qualified candidates for |ateral reassignnent
and those eligible for consideration under special hiring
authorities or for reinstatenent will be referred to the
sel ecting official w thout being evaluated by any of these
nmet hods.

SELECTI ON PROCESS

A

The nanmes of the best qualified candidates will be listed on the
Pronmotion Certificate by grade |evel in al phabetical order

The selecting official may be provided with all Best Qualified
candi dat es’ KSA suppl enmental statenents, applications and any
other related materi al

The selecting official has the option to either interview or not
to interview the best qualified candidates on a pronotion
certificate. |If one best qualified candidate is interviewed,
then all best qualified candi dates nust be interviewed. Non-
conpetitive referrals need not be interviewed, nor nust the
selecting official interview all non-conpetitive referrals if

t hey interview one.

The selecting official is entitled to make a sel ection from any
of the candidates listed on a pronotion certificate based on

hi s/ her judgnment of how well the candidate will performin the
particular job being filled.

The selecting official will nake his/her selection, forward it
t hrough appropriate approving officials. Each candidate will be
notified of the selection.

The pronotion certificate should be returned within 30 days. | f
the selecting official is unable to nmake the sel ection,

extensi ons may be granted up to 90 days fromthe date the
certificate was originally issued. 1In the event a |like (sane
Agency, official title, series, grade, and geographic |ocation)
vacancy occurs within the original area of consideration during
the 90 day period, the sane certificate nmay be used to fill the
subsequent vacancy(s) wi thout re-advertising.

The selecting official is not required to nmake a selection from

the pronotion certificate but may select from any other
appropriate source.

12



A selected candidate will normally be rel eased to enter on duty
in the new position no later than 1 full pay period after

sel ection. Extensions beyond the normal 1 pay period will be
negoti at ed between the supervisors involved by the Personnel
Speci al i st.

15. PROMOTT ON RECORDS AND | NFORVATI ON

A

The Human Resources office will establish and naintain an
of ficial pronotion case file for 2 years

The following information will be provided to any enpl oyee upon
request:

1. Expl anati ons and supporting regul ati ons concerning the
Merit Pronotion Plan.

2. The qualifications required for a position
3. If the enpl oyee was consi dered and basically qualified.
4. Wet her the enpl oyee was anong the best qualified and how

t he enpl oyee was evaluated by the Merit Pronotion Panel or
Per sonnel Speci ali st.

5. Cut -of f score for best qualified.

6. Scores of other candidates (not identified by name).
7. Nunber of qualified candidates.

8. Nunber of candidates certified as Best Qualified.

9. Who was sel ected.

Enpl oyee Conplaints: An enployee has the right to file a
grievance or conmplaint if he or she feels:

1. There has been an inproper application of governing rules
and regul ati ons.

2. The Merit Pronotion Plan procedures were not followed.

I ndi vi dual judgnents used in nmerit pronotion process or non-
selection froma group of properly ranked or certified candi dates
are not subject to the fornmal adm nistrative grievance process.

Al'l enpl oyees are encouraged to di scuss plans and opportunities
for advancement with their supervisor and request information
and/ or assistance fromthe servicing office on specifics of the
Merit Pronotion Plan, qualification standards, etc

13



16.

PROGRAM REVI EW

This plan will be reviewed and reported on periodically in conjunction
wi th managers, supervisors and enpl oyees to ensure that:

A

B

The plan is effective and useful to enpl oyees and nanagenent;

Pronotion actions and enpl oyee conpl aints are handled pronptly
and properly;

Pronotions are used to encourage conpetent enployees to
i nvestigate new careers and to nmake the best use of their
know edge and skills; and

Enpl oyees, supervisors and managers have a full understanding of
the nerit pronotion process.

14



ATTACHVENT 1

EMPLOYEE, SUPERVI SOR AND HUMAN RESCURCES RESPONSI Bl LI TI ES

Enpl oyee Responsibility:

1

2.

8.

Revi ew announcenents under the Merit Promotion Program

Revi ew announcenents and, if they feel they nmeet specific
experience and training requirenents for the position, properly
conplete and forward all required application material by the
closing date for each position for which they wish to be

consi dered, keeping in mnd that the Pronotion Certificate can be
used for another like (same Agency, official title, series,

grade, and geographic | ocation) vacancy that occurs within 90

cal endar days.

Keep supervisors informed of career interests. Before departure
on tenporary duty, schedul ed | eave, and ot her absences, provide
supervisor with a tel ephone nunber, e-mail address and/or
facsi m | e nunber at which they nay be contacted.

Take advantage of self-devel opment and training opportunities,
both on and off the job.

Denonstrat e conpetence and readi ness for advancenent by diligent
and effective performance in current assignment.

VWhen requested, participate in applying OPMregul ations to
establish reasonable job-related evaluation criteria ( KSAs), and
partici pate on pronotion panels for determ ning best qualified
candi dat es.

Assure that official personnel records reflect all experience,
educati on and traini ng.

Keep informed of the provisions of this Plan.

Supervi sor Responsibility:

1

Maintain a current copy of this plan, nmake it available to their
enpl oyees, and exert every effort to ensure that enployees fully
under stand the plan.

I nf or m new enpl oyees where position vacancy announcenents are
post ed.

Periodically informenpl oyees, either orally or in witing, that
guestions about the Plan or specific pronotion actions should be
referred to the servicing Personnel office for informal handling
that formal neans for resolving pronotion conplaints are
avai | abl e through Agency Gievance Procedures.



Anti ci pate personnel vacancies and initiate action in a tinely manner
so that sufficient qualified applicants can be found to facilitate the
best sel ection.

Participate in applying OPMregul ations to establish reasonabl e
job-rel ated evaluation criteria (KSAs).

Participate in or make enpl oyees avail able for rating panels.

Gve fair, equitable, and full consideration to all candidates referred
and make a final selection fromthe list w thout discrimnation for any
nonnerit reason and without favoritismbased on personal relationship
or patronage.

Under the provisions of this plan, release a sel ected enpl oyee for
assignment to his or her new job.

On a fair and equitable basis, guide and assist enpl oyees in devel opi ng
skills and abilities through cross-training, special assignnents, and
formal education, as needed. Encourage and advi se enpl oyees regardi ng
sel f - devel opnent needs and opportunities, and on areas where

i nprovenent shoul d be nmade to increase chances for future pronotion
Resources Responsibility:

Devel op and administer the Merit Pronotion Plan

Ensure the quality and effectiveness of the nmerit pronotion program and
managenent / enpl oyee under st andi ng and accept ance.

Thr ough j ob-anal ysis, devel op and adni nister selective pl acenent
factors for basic eligibility and identification of job-related
criteria.

Det erm ne and/ or devel op appropriate eval uati on nethods and i nstrunents
to be included in crediting plans.

Provi de techni cal advice and assistance to panel nenbers responsible
for rating candi dates.

Publicize the programto keep nanagenent and enpl oyees wel | i nforned.

Furni sh advi ce and assi stance to enpl oyees interested in advanci ng or
transferring to new career fields.

Eval uate program effectiveness to include initiation of inprovenents or
necessary changes.

Mai ntain records in accordance with OPM and USDA requirenents.



10.

11.

12.

13.

G ve new enpl oyees general information on the programas a part of
enpl oyee orientation

Advi se of methods and procedures for filling all vacancies.
Advi se candi dates who apply for pronoti on whether they neet basic
eligibility requirements and informthem of action taken on their
appl i cations.

Ensure that position vacancy announcenents are publi shed.






Performance
Management
Handbook

[ Suppl ement to SSBD 4140-01]



For war d

Thi s handbook is intended for enpl oyees, supervisors, and nanagers of the
Service Center Agencies: Farm Service Agency, Natural Resources Conservation
Service, Rural Housing Service, Rural Business Cooperative Service, and Rural
Uilities Service. Mst of the materials in this handbook are taken fromthe
per f or mance managenent program policy published in Support Services Bureau
Directive (SSBD) 4140-01. 1t should be considered a supplenent to, not a
substitute for, the performance managenent program policy.

The 8-step method di scussed in Appendi ces B and C was devel oped by staff of
the U S. Ofice of Personnel Management (OPM) for use in interagency training
sessions. The Departnment of Veterans Adm nistration (VA) saw this as an
easy-to-use nmethod and found that it was applicable to many different
operational environments. Material in Appendix D concerning the use of

addi ti onal performance el enents was obtained from OPM The handbook was

conpi l ed and edited by the adm nistrative convergence workteam on perfornmance
managenent and enpl oyee recognition.

Team Menber s:
Kel Iy Broadway, Enployee Rel ations Specialist, Farm Service Agency,
Kansas City Managenent O fice
Becky Cash, Personnel Managenent Specialist, Rural Devel opment, St.
Louis Field Services Branch
Bill Dallas, Vice President, American Federation of Government
Enpl oyees, Local 3354, St. Louis, MO
Mtch Holder, Adm nistrative Team Leader, Natural ResourcesConservation
Service, Arizona State Ofice

Kell'i Mollison, Human Resources O ficer, Natural Resources Conservation
Servi ce, Washington State O fice
Julie WIson, Human Resources Manager, Rural Devel opnent, Illinois

State Ofice

Readers should find the format of this handbook easy to follow and the
mat eri al should be self-explanatory. W hope that you find this handbook
hel pful in your performance nmanagenent activities.
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The Guiding Principles of Performance Managenent

Provi de a program for ongoi ng comuni cati on between enpl oyee and
supervi sor by focusing on feedback and enpl oyee devel opnment rather than
on the rating.

Reduce paperwork by providing standardi zed core el enents.

Provide flexibility by allow ng for unique, job specific perfornmance
el enents.

Provide a local option to inplement additional elenments for

devel opnent al purposes, measuring team group performance, and
acconpl i shment of organizational goals. These will not be used in the
enpl oyee's overal |l rating.

Foster “Team USDA’ by supporting and defining service center concepts
and cooperative efforts and encouragi ng the use of an el ement that
rates individual contributions to the team

Provide a programthat focuses on results, organizational goals, and
strategic pl ans,

Provide a programthat is technically strong, and defendabl e before
third parties and neets all |egal and regulatory requirenents.

Pl ace nore enphasis on acconplishnents, not ratings, in the awards
process.

Encour age enpl oyee invol venrent throughout the entire process.
Provi de an avenue for the enployee to identify training needed.

Provide a nore user-friendly program by providi ng standardized
el enents.



I ntroduction to Performance Managenent

VWhat is Perfornmance
Managenent ?

VWat is the purpose of the
Servi ce Center Agencies
Per f or mance Managenent

Pr ogr anf?

Who is covered by the
Pr ogr anf?

VWat are the | ega
aut horities that govern
Per f or mance Managenent ?

Ceneral Information

Per f or mance managenent is a managenment function
whi ch includes the processes of planning,
nmoni t ori ng, devel opi ng, appraising, and rewarding
per f or mance.

The purpose is to inprove individual and

organi zati onal performance, program effectiveness,
and accountability by focusing on results, service
quality, and customer satisfaction, and by

al i gning standards and el enents with

organi zati onal goals and strategic plans.

Thi s program covers ALL non- SES enpl oyees, who are
reasonably expected to be enpl oyed for greater
than 90 days, in Rural Devel oprment, Natura

Resour ces Conservation Service, and Farm Service
Agency, including FSA County enpl oyees. Schedul e
C enpl oyees are covered by this programbut are
not afforded any rights as established by

5 United States Code (USC) 4303.

Thi s program conplies with the USDA Performance
Managenent System established on June 12, 1996;
Chapter 43 of Title 5 of the U S. Code; and Part
430, Title 5, Code of Federal Regul ations (CFR)



Responsibilities

VWat are the Enpl oyees are responsible for
responsibilities of . Conmmuni cating with the supervisor throughout
enpl oyees? t he appraisal peri od.

Participating in the devel opment of work pl ans
and neasur abl e performance standards.

Assuring that they have a cl ear understandi ng
of their rating official’s expectations and
requesting clarification when necessary.
Assisting in identifying training needs to
enhance perfornance.

Managi ng performance to achi eve expectations
and bringing to the rating official’s attention
ci rcunstances that may affect achi evenent of
st andar ds.

Participating in discussions of individua
per f or mance.

Actively listening and considering feedback
wi th an open m nd.

Provi di ng i nput on acconplishnents.

| mprovi ng those aspects of performance
identified as needing inprovenent.

VWat are the Rating officials are responsible for
responsibilities of the - Informng enpl oyees of the overall mission
Rating O ficial? obj ectives, goals, plans, and activities of the

agency and work unit and the enpl oyee’ s rel ated
duties and responsibilities.

Provi di ng feedback to the enpl oyee through
ongoi hg comuni cati on and actively |istening
and consi dering feedback fromthe enpl oyee and
cust omers.

Provi di ng the enpl oyee the opportunity to
participate in the devel opnent of performance
wor k pl ans.

Provi di ng enpl oyees with witten perfornmance
work plans which identify the critica
performance el enents related to their specific
duties, responsibilities, and expected |evels
of performance.

Conducting and docunenting at | east one fornmal
progress review around the mdpoint of the
apprai sal period and additional reviews as
necessary.

Conpl eti ng performance ratings which include
eval uati ng and docunenti ng enpl oyees’ act ual
acconpl i shnments and determ ni ng sumary | evel s.
Recommendi ng personnel actions and/or training,
as necessary, based on the enpl oyee’s |evel of
performance in relation to the performance
standards and el enents.



What are the
responsibilities of the
Reviewing Oficial?

VWhat are the
responsibilities of the
Servi ci ng Human Resour ces
Ofices?

VWhat are the
responsibilities of the
Human Resource Directors?

VWhat are the
responsibilities of the
Agency Heads?

VWhat are the
responsibilities of the
Depart ment ?

Addr essi ng concerns at the | owest possible
| evel .

Reviewing Oficials are responsible for
Revi ewi ng and concurring in “results not
achi eved” ratings.
Resol ving di fferences between enpl oyees and
rating officials concerning ratings and
adj usting ratings when necessary.
Assisting in resolving concerns at the | owest
possi bl e | evel .

Servi ci ng Human Resources O fices are responsible
for:

Provi di ng technical and operational support and

advice to the rating officials to help them
adm ni ster the performance managenent program
in a manner consistent with applicable | awns,
rul es, and regul ations;.

Ensuring that performance work plans and
ratings of record are maintained in the
Servi ci ng Human Resources Ofice in accordance
with the requirements in 5 CFR Parts 293 and
297.

Provi ding trai ning on the performance
managenent program and their responsibilities.

Assisting in resolving concerns at the | owest
possi bl e | evel .

Human Resource Directors are responsible for

Setting policy and for providing overal
techni cal gui dance and direction of the

progr am

Assisting in resolving concerns at the | owest
possi bl e | evel .

Agency Heads are responsible for

Tailoring Departnental policy to neet the
i ndi vi dual needs of the Agency.

Assisting in resolving concerns at the | owest
possi bl e | evel .

The Departnment of Agriculture is responsible for

Devel opi ng Departnental policy that conplies
with all legal authorities.

Moni toring and eval uati ng agenci es’ perfornmance

management prograns.

Provi di ng advi ce/ assi stance to agencies in
adm ni stering their prograns.

Assisting in resolving concerns at the | owest
possi bl e | evel .



VWat are the Union Oficials are responsible for

responsi bilities of the . Assisting nanagenent and enpl oyees to ensure
Union Officials? that the programis adninistered consistent
wi th negoti ated | abor-nmanagenent agreenents.

Assisting in resolving concerns at the | owest
possi bl e | evel .

Qui dance and Procedures
Devel opi ng Perfornmance Pl ans

When shoul d new performance Standards shoul d be establi shed:

pl ans be established? . Wthin 30 days of appointnent.
If enpl oyee is reassigned/pronoted to a new
posi tion.

If an enployee is being detailed to a different
area for nore than the m nimal appraisa

peri od.

Wthin 30 days of the begi nning of an appraisa
peri od.

If the duties of the position are substantially
changed during the established appraisa

peri od.



VWhat is a performance work
pl an?

What is a critical elenent?

VWat is the difference
bet ween an el enent and a
st andar d?

A performance work plan is a witten docunment that
identifies critical elenents of an enpl oyee's
position and the standards by which they will be
rated.

A critical elenment is a work assignment or
responsi bility of such inportance that
unaccept abl e performance on the el enent woul d
result in a determnation that the enpl oyee's
overall performance is at the unacceptable, or
“Results Not Achieved,” |evel

Non-critical duties are not included in
per f or mance pl ans.

An el enent is a conmponent of a position consisting
of one or nore duties and responsibilities which
contribute toward acconplishing the goals and

obj ectives of the organization.

A standard is a managenent - approved expressi on of
t he performance threshol d(s), requirenent(s), or
expectations(s) that nust be net to be appraised
at a particular level of performance. It may
include, but is not limted to, quality, quantity,
cost-efficiency, tinmeliness, and manner of

per f or mance.



How i s the plan devel oped?

What net hods coul d be used
to assist in devel opi ng
work plans that reflect
organi zati onal goal s and
strategic plans?

VWhat is the established
format ?

How many el enents are
required in a perfornmance
pl an?

VWhat types of el enments may
be included in a
per f or mance pl an?

Conmruni cati on between the rating official and the
enpl oyee is essential in devel opi ng performance
work plans. Rating officials and enpl oyees shoul d
work together to jointly clarify how conpetencies
apply within the work environnent so that there is
a comon under st andi ng about the expectations for
performance. In addition, there should be a

di scussi on of the goals of the individual work
unit and the enpl oyee's involve- nent, or
contribution, to unit goals for the upcom ng year

El ement s shoul d be based on organi zational goals,
strategic plans, position descriptions, and

i nternal and external custoner needs. The
standards shoul d focus on results, service
quality, and customer satisfaction

The enpl oyee and rating official sign and date the
plan indicating that it has been di scussed and
that the enpl oyee has had the opportunity to
obtain a cl ear understandi ng of expectations.

Appendi x B, Quick Reference for Devel opi ng

Enpl oyee Performance Plans That Link to

Organi zati onal Coals, provides an 8-step nethod
whi ch can be used to incorporate organizati ona
goal s and obj ecti ves.

Per f ormance pl ans are devel oped on SCA Form 4140,
Performance Wrk Plan. (See Appendix A.) This
formprovides a description of the elenent and the
results expected. The formalso has a place for
enpl oyees and rating officials to provide further
clarification of perfornmance expectations, if
needed. The enployee and rating official may al so
provide witten comments during the progress
review, if desired. The formalso contains

di scussion topics for use in planning perfornmance
and conducting progress reviews.

Enpl oyees may have a m ni mum of two, but no nore
than five, rating elements in their performance
pl ans.

Only critical elenents nmay be included in the
performance plan. All enployees nust have at

| east one job specific performance elenent. This
may i ncl ude supervision, individual contributions
to team acconpl i shnents, execution of duties,
etc., or an element may be specifically witten
for this purpose in the bl ank nunbered bl ocks
provi ded at the end of the standardi zed el enents.



VWhat is an additiona
per f or mance el enent ?

A mandatory Equal Qpportunity/Cvil Rights (EQ CR)
element is required as a stand-al one el erent for
al |l supervisory and managerial officials (E ement
9). Enployees who are not supervisors must al so
have an EQ CR standard; this has been incorporated
into El ement 10.

Addi tional performance el ements provi de agencies
anot her tool for comunicating performance
expectations inportant to the organization. In
essence, they are di nensions or aspects of overal
performance that the agency w shes to communi cate
and apprai se, but which will not be used in
assigning a sunmary level. Such additiona

el ements may include objectives, goals, program
pl ans, work plans, and ot her nethods of expressing
expected performance. Further information on
addi tional el enents and exanples are provided in
Appendi x D.



I f additional performance
el enents are not attached
to the perfornmance plan,
what purpose do they serve?

VWhat is the established
format for additiona

el enent s?

VWat if there is

di sagreenent with the
content of the performance
pl an?

VWat are the alternatives
if a performance plan is
not received within the
specified tinmeframe?

VWhat if an enpl oyee refuses
to sign a Performance Pl an?

Can performance plans be
grieved?

Who retains the perfornmance
pl an?

How wi | | performance be
noni t ored and apprai sed?

Addi tional performance el ements conmunicate a
fuller picture of the performance that is expected
and encour age di al ogue between supervi sors,

enpl oyees, and peers that otherw se m ght not have
taken place. They provide a tool for monitoring
and tracki ng team and/ or group performance and

i ndi vi dual expectations toward acconplishing

or gani zat i onal goal s.

Additional elenments are to be provided separately
in a format best suited for the elenent and are
not attached to the performance plan. A sinmple
formis provided in Appendi x D

The rating official and the enpl oyee shoul d
attenpt to resolve the disagreenent infornally.
If an agreenment cannot be reached, the rating
of ficial’s decision prevails.

If an enpl oyee does not receive a performance plan
within the specified tinmeframe, they should
contact their rating official to inquire of the
status and request a neeting to jointly devel op
the standards. |[If standards are still not
establ i shed, the enpl oyee shoul d seek assi stance
fromthe rating official's supervisor or their
Servi ci ng Human Resources O fice. Bargaining unit
enpl oyees may al so seek the assistance of their
excl usi ve representative.

If the enpl oyee refuses to sign the performance
wor k plan, the supervisor should note this in the
enpl oyee’s signature block, along with the date
the pl an was di scussed and inpl enmented. Lack of
t he enpl oyee’ s signature does not negate

i mpl enenta-tion of the plan.

By law, the contents of a performance plan cannot
be gri eved.

Thr oughout the appraisal period, the rating

official will maintain the original copy of the
performance plan. The enployee will be provided
with a copy.

Moni t ori ng and Apprai si ng Performance

The enpl oyee and Rating Official will neet
periodically throughout the appraisal period to
provi de feedback relating to performance. This
wi Il be acconplished through progress reviews),
per formance ratings, and ongoi hg comunicati on
The nethods for nonitoring performance, i.e.
supervi sory review, conplaints received, etc.,



shoul d be di scussed with the enpl oyee prior to
i mpl enentati on of the performance plan.

VWhat is the appraisal Appraisal period refers to the period of tine

peri od? during which an enpl oyee’s performance will be
reviewed and a rating of record will be prepared.
The apprai sal period generally begins on Cctober 1
of each year and ends on Septenber 30 of the
foll owi ng year.

VWhat is the m ni mum The m ni mrum apprai sal period is the 90-cal endar -
apprai sal period? day period of time, or such other period of tine
as established in |ocal negotiated | abor-
managenent agreenents, during which an enpl oyee
must have operated under a perfornmance work pl an
and for which the enpl oyee may receive a
per f or mance rati ng.

VWhat is a Progress Review? A progress review is a joint discussion between
the rating official and the enpl oyee regarding
specific strengths and weaknesses in relation to
the empl oyee’ s performance work plan, as well as
any areas of performance which are central to the
enpl oyee’ s position. Qpen dial og between the
enpl oyee and the rating official is crucial. A
progress review does not involve the issuance of a
rating of record.

How often are Progress Progress reviews are conducted at |east once

Revi ews hel d? during a full appraisal period. Normally, these
required reviews will be acconplished during the
m dpoi nt of the appraisal period.

Who is responsible for Rating officials are responsible for initiating

initiating Progress conmuni cation with the enpl oyee about actua

Revi ews? performance and ensuring progress reviews are
hel d.

What shoul d an enpl oyee do If a progress reviewis not conducted, the

if a Progress review is not enpl oyee should contact their rating official to

recei ved? inquire of the status. |If progress reviews are
still not held, the enpl oyee should seek

assi stance fromthe second | evel supervisor
Bar gai ni ng unit enpl oyees may al so seek the
assi stance fromtheir exclusive representative



How are Progress Revi ews
docunent ed?

VWhat is a Rating of Record?

When is a Rating of Record
gi ven?

Are ratings of record given
at the conpl etion of
details and tenporary
pronoti ons?

Are ratings of record given
when there is a change in
posi ti ons and/ or
super vi sors?

Are ratings of
when there is a
reassi gnnent or pronotion
but no change of
supervi sor ?

record given

VWhat is the difference
between a rating of

“Results Achi eved” and
“Results Not Achi eved?”

The Rating Oficial is encouraged to nake witten
conments concerni ng the enpl oyee’ s perfornmance on
SCA Form 4140. The purpose of the witten
conments is to provide for a nore forma
identification of the enpl oyee’s perfornmance in
relation to the performance work plan. The
enpl oyee is al so encouraged to provide witten
comments on the format this tinme. Both the
enpl oyee and the Rating Oficial nust initial
appropriate blocks to indicate the di scussions
wer e hel d.

t he

A rating of record is the final rating issued at
the end of the appraisal period. It becones a
part of the enployee’s performance file (EPF)

mai ntai ned in the Servicing Human Resources
Ofice. Arating of “Results Achi eved” or
“Results Not Achieved” is assigned to each el ement

at this time, as well as the overall summary
rating.
Normal Iy, the rating of record is issued annually

for the appraisal period endi ng Septenber 30.
Enpl oyees who have not served under established
standards for the mni num apprai sal period nust
have the timeframe extended to neet this
requirement. Once the m ni num apprai sa
has been conpleted, a rating of
i ssued.

peri od
record nust be

No; however, the rating official to whomthe

enpl oyee was detailed will docunment the enpl oyee’s
acconpl i shments and forward the information to the
enpl oyee’ s per manent supervi sor to be consi dered
when conpl eti ng the annual perfornmance rating of
record.

No; however, each individual who supervised the
enpl oyee for 90 days or nmore during the appraisa
period shoul d di scuss the performance with the
enpl oyee, prepare feedback conmrents, and forward
themto the current rating official

No; however, the supervisor should prepare witten
docunent ati on of the enpl oyee’s perfornance under
the previous position and this information will be

considered in the enpl oyee’s annual rating of
record.
An overall summary |evel of “Results Achieved”

means that the enployee has net the perfornmance
expectations for each elenment. “Results Not
Achi eved” neans that the enpl oyee has not net
per f ormance expectati ons for one or nore

el ement (s) and constitutes unacceptable



How are Ratings of Record
docunent ed?

VWhat if the enpl oyee
refuses to sign the rating
of record?

VWhat if performance
i nprovenent is needed?

When is an OIl necessary?

per f or mance.

The rating official places a checkmark in the
“Achi eved” or “Not Achi eved” colum on SCA Form
4140 indicating the individual elenent rating for
only those elenents selected to be a part of the
per f ormance work pl an.

“Resul ts Achi eved” performance requires no witten
conments and requires only the signatures of the
rating official and the enmpl oyee. No higher |eve
review is required.

“Results Not Achi eved” performance requires
witten comments to be attached to the perfornmance
work plan and nust be signed by the rating
official and the reviewing official prior to
presenting to the enployee for signature

The enpl oyee’ s signature only indicates receipt of
the rating; it does not represent agreement wth
the rating. |If the enpl oyee refuses to sign the
rating of record, the rating official should note
this in the appropriate block and indicate the
date the rating was issued.

If inmprovenment is needed at any tine during the
apprai sal period, the rating official should

di scuss and consi der reasonabl e neans by which to
assi st the enployee in inmproving. Such nmeans may
i ncl ude training, closer supervision, revision of
assi gnments, coachi ng, or placing the enpl oyee
under an official opportunity-to-inprove period
(Orl). This may also be referred to as a

per f ormance i nprovenent period (PIP), opportunity
period, or inprovenent period.

It is the responsibility of the Rating Oficial to
contact the Servicing Human Resources Ofice to
determ ne the appropriate course of action

An OTl is necessary as soon as it is determ ned
that one or nore element(s) is found to be at the
“Results Not Achieved” level. This determination
can be made at any time during the appraisa
cycle; it is not necessary to wait until the
actual rating of record is conpleted. The Rating
Oficial and enployee, with the technical

assi stance of the Servicing Human Resources
Ofice, will then jointly conplete

SCA Form 4140-A, Opportunity to Inprove (see

Appendi x E).



VWhat is the purpose of an
orl ?

VWhat is the duration of an
orl ?

VWat will happen at the end
of the OTl period?

VWhat happens if perfornmance
is at the acceptable |eve
at the close of the OrIl?

VWhat if performance
remai ns unaccept abl e?

An OTl provides the enpl oyee a reasonabl e
opportunity to inprove performance to the
acceptabl e | evel

Conponents of the plan consist of:
the length of tine it is in effect,
the el enent (s) which is/are unacceptable,
t he specific deficiencies,

the required i nprovenent (s) to raise
per f or mance,

t he support/assistance to be provided, and
the frequency of follow up reviews.

The OIl  (SCA Form 4140-A) states the length of
time for which it is in effect, which nust be a

m ni mum of 60 days. The duration will be

determ ned by considering the type of position for
which the OIl is being prepared, the types of

i nprovenent needed, the amount of reasonable tine
necessary to denonstrate the acceptabl e

per formance, and applicabl e negotiated | abor-
management agreemnents.

A final revieww |l be conducted and will state
whet her performance neets or does not neet
expectations. |If it does not meet expectations,
then the rating official nust provide witten
conments supporting this determ nation. The
rating official will contact the Servicing Human
Resources Ofice to determ ne further action
necessary.

At the end of the OTl if performance is at the
“results achieved” |evel, the enpl oyee nust
sustai n acceptabl e performance in the element(s)
which resulted in the OIl for one year fromthe
conmencenent date. Shoul d performance | ater reach
an unacceptable level in the sane elenent(s), a
per f or mance- based adverse action, or other
alternative action, may be proposed w thout the
benefit of an additional inprovenent period.

If an enpl oyee’ s performance remai ns unaccept abl e
at the conclusion of the inprovenent period, the
enpl oyee shall be reassigned, reduced in grade, or
renoved.



VWhat inpact does a Rating
of Record have on within-
grade increases (W3 '’'s) and
pronoti ons?

W1l enployees still have
the opportunity to receive
recogniti on based on

per f or mance?

W1l enployees stil
receive service credit and
retention standing for
reduction-in-force (R F)
pur poses?

Li nkage to Ot her Actions

No enpl oyee shall receive a W or pronotion
unl ess the nost recent rating of record is
“Results Achieved.” A “Results Achieved”
is not the only criteria for pronotion

rating

Yes; enployees will be eligible for quality step

i ncreases and other fornms of recognition based on
out st andi ng acconpl i shnents. Procedures and
criteria for nom nating and approvi ng performance-
based recognition are covered in the Enployee
Recognition Policy. SSBD 4130-01

Yes; ratings will continue to be used to establish
service credit and retention standing for RIF
purposes. To provide adequate tinme to properly
determ ne an enpl oyee’s retention standing prior
to a RIF, a general or specific RF notice wll
specify the date after which no new rating of
record will be given that could be used to
determ ne retention standing and will address how
service credit will be applied. Enployees should
pay particular attention to these noti ces.

Devel opi ng Enpl oyee Performance Pl ans

Goal s

Appendi ces:
Appendi x A:  Performance Wrk Pl an
Appendi x B: Quick Reference for
That

Link to Organi zati ona
Appendi x C: Devel opi ng Performance Pl ans
Appendi x D: The Additional El enent

Appendi x E:

Qpportunity to I nprove



United States Department of Agriculture
Servi ce Center Agencies
Per formance Wrk Pl an

Enpl oyee’ s Name: Rati ng Peri od:

Titl el Series/ G ade: _ Or gani zati on:

Duty Locati on: _ Soci al Security No.:
PART |. PERFORVANCE PLAN

CRITI CAL RESULTS (Check a M ni mum of 2/ Maxi mum of 5 Applicabl e El enents)

Adons |

| |
The narrative statement describes the “ Results Achieved” level of performance. Where applicable,
guantity, quality, and timeliness are derived directly from appropriate agency regulations, policies,
instructions, work plans, etc. If no agency or regulatory guidelines exist, further clarification will be

rovidedby-the-rating-officat
| -
nmeets the needs of the organization. Solutions
devel oped denonstrate inprovenents in work methods.
Wbrk products do not require substantive revisions.
Assignnents are conpleted in accordance with
appl i cabl e agency gui del i nes, including timefranes.
Further clarification, as needed:

El emrent #2 — Communi cati ons
As a rule, oral and witten communications are
clear, correct, tinmely, and presented in an
under st andabl e manner. Supervi sor and cowor kers
are informed of issues and probl ens when necessary.
I nformati on and gui dance provided is tinmely and
accurate. Further clarification, as needed:

El ement #3 — Supervision

W is assigned in a fair and effective nanner.

Ti i cal guidance to subordinate staff is
ordinarily provided in a tinmely manner.

Per f or mance managenent is inplemented i n accordance
wi th procedure. |ssues, concerns, or problens are
handl ed pronptly and fairly. To the extent

possi ble, staff is properly trained and conplies
wi th occupational health and safety prograns.
Managenent deci sions are supported and i npl enent ed
wi thin appropriate tinefranes.

Further clarification, as needed:




El ement #4 — Team Leadership

R nely | eads individuals and team nenbers toward
S fic goals and acconplishnments. Provides
encour agement, gui dance, and direction as needed.
Adjusts style to fit situation. Delegates
appropriate authority in an effective nmanner

Coordi nates functions of the team Menbers
Denonstrates a sincere interest in enpl oyees’
activities, abilities, etc

Further clarification, as needed:

Achi eve
d

Not
Achi ev
ed

El ement #5 — Program Managenent

M es program(s) resolving issues and probl ens
W——-n the enployee’s control. Monitors al
aspects of program(s) for quality, effectiveness,
and consi stency. Program pl ans and gui dance are
responsive to objectives and requirenents of the
Agency. Policy instructions are appropriately

i ssued and are accurate. Evaluates effectiveness
of work and adjusts plans accordingly.

Further clarification, as needed:

El ement #6 — Special Projects

S al projects are regularly conpleted on tine in
al-ortpet ent, accurate, and thorough manner

Conpl eted projects comply with regul ati ons and
procedures. Special projects are conpleted

i ndependently, or reflect research and

col l aboration with others as required.

Further clarification, as needed:

El ement #7 — Research and Anal ysis
T ughly and accurately researches issues in a
t—r=ry manner, using avail abl e reference sources
(e.g. USDA manual s, or applicable | aw or
regul ati ons). Makes reasonabl e reconmmendati ons or
deci si ons based on avail abl e gui dance.

Further clarification, as needed:

El ement #8 — Custoner Service

P des advice that is timely, responsive, and
atcurate. Maintains appropriate rapport with
Internal and external custoners. Devel ops and
establ i shes working relationships with externa
organi zations as required. Keeps supervisor and/or
team | eader infornmed of difficult and/or
controversial issues and uni que problens. Takes
action to effectively solve problens before they
have an adverse inpact on the organization or other
enpl oyees.

Further clarification, as needed:




Ll ement #9 — Equal Qpportunity & Cvil Rights
[ Mandat ory for supervisors and manager s]
rrorns all duties in a manner which consistently
denonstrates fairness, cooperation, and respect
toward coworkers, office visitors, and all others
in the performance of official business. Denon-
strates an awareness of EQ' CR policies and
responsibilities of Agency and Departnental goals
of valuing a diverse, yet unified workforce.
Further clarification, as needed:

Achi eve
d

Not
Achi ev
ed

El ement #10 - Personal Contacts - EQ CR
indatory for all non-supervisory enpl oyees]
outTnel y di spl ays courteous and tactful behavior
towards internal and external custoners,

supervi sors, coworkers, and/or team nenbers.
Projects a positive and professional image of USDA
Performs all duties in a manner which consistently
denonstrates fairness, cooperation, and respect
toward coworkers, office visitors, and all others
in the performance of official business. Denon-
strates an awareness of EQ' CR policies and
responsibilities of Agency and Departnental goals
of valuing a diverse, yet unified workforce.
Further clarification, as needed:

El ement #11 — Resource Managenent

M ors allocated funds and mai ntai ns conplete and
acturate records of expenditures. Routinely
utilizes resources in an efficient and effective
manner. Ensures that funds, property and ot her
resources are guarded agai nst waste, | oss,

unaut hori zed use, and m sappropriation.

Further clarification, as needed:

—rent #12 - Individual Contributions to the Team
O arily displays dependability and reliability.
onmot es open conmmuni cation. Contributes creative
i deas and actively participates in team neetings
resulting in added value to the team s products and
services. Wen problens arise, explores causes and
assists in resolving them Wrks with team nenbers
to appropriately inplenent decisions. |Is usually
open-m nded to new i deas and approaches in

i npl enenting the teams goals. WIIlingly accepts
and acts on constructive criticism

Further clarification, as needed:




El enent # 13 -

Achi eve
d

Not
Achi ev
ed

El enent # 14 -

El enent # 15 -




PART I'l1. PROGRESS REVIEW One progress review is required; however,
frequent communi cati on between the enpl oyee and rating official regarding
performance is encouraged and recomrended. Date of review, initials of

enpl oyee (Emp), and initials of Rating Oficial (RQO) nust be provided for
each review. Enployee and Rating Oficial are encouraged to provide witten
comment s.

Rating Oficial’s Coments:

Enpl oyee’ s Comment s:

Dat e:

Emp Initials:

RO Initials

DI SCUSSI ON TOPI CS FOR USE | N PLANNI NG PERFCRVANCE AND CONDUCTI NG PROGRESS
REVI EW6

* Enpl oyee’s performance on primary responsibilities/priorities in the past
year: - revise performance work plan for the com ng year, as necessary
- relationship to overall work unit objectives
* Enpl oyee’s strengths and areas for growth
* Barriers to effective work performance and job satisfaction

* Enpl oyee’ s devel opnent (over the past year; future needs for current job;
| ong-term career goals and devel opnental needs to achi eve then

* Possible work process inprovenents

* \Whet her enpl oyee continues to grow to neet future needs and denmands of the
changi ng envi r onnent

* Enpl oyee’ s feedback/constructive suggestions for supervisor

* Anything el se the enpl oyee or supervisor would like to address




PART I'1l1. SUMVARY RATI NG:

[]

ACHI EVED

A “Results Not Achieved”
coments as an attachnent.

RESULTS ACH EVED

rating requires explanation.

]

RESULTS NOT

Provi de additi onal

PART V. CERTIFI CATION: (Enployee's signatuyre certifies review and
di scussion with the Rating Oficial. It doe§ not necessarily nmean that the
enpl oyee concurs with the information on thig forn).
Performance Plan: (Sign when plan is establi|shed)
Sunmary Rating: (Sign when rating is conpl etled)
Enpl oyee Dat e Enpl oyee Dat e
Rating Oficial Dat e Rating Oficial
Dat e
| have reviewed the standards of conduct and have had any
guestions answered to ny satisfaction.
Revi ewi ng O ficial Dat e
(Enpl oyee, initial the appropriate bl ock bel ow) ( required

for summary rating of

“Results Not Achieved”)
Yes




QUI CK REFERENCE
FOR DEVELOPI NG EMPLOYEE PERFCRVMANCE PLANS
THAT LI NK TO ORGANI ZATI ONAL GOALS

Step 1

Step 2

Step 3

Step 4

Look at the overall picture.

Revi ew organi zati onal goals and objectives and performance
nmeasures already avail able. Determ ne which goals and
nmeasures the enployee's work unit can affect.

Determ ne what's going to be neasured at the work unit
| evel using any or all of the follow ng methods:

Met hod A (Results-Oriented) Cascade the organization’'s
m ssi on

or goals to the work unit |evel
Det erm ne the work

unit’s acconplishnent(s) that
directly affect the

organi zation’s m ssion or goals.

Met hod B (Results-Oriented) Determine the product(s) or
service(s)

(i.e., the acconplishments) that the
work unit supplies

or provides to its custoners.

Met hod C (Process-Oriented) Develop a process flow
chart for the

work unit. Establish key steps in the
wor k process(es).

These are the steps that shoul d be
nmeasur ed.

Devel op performance el enents that support work unit goals
and m ssion or work processes.

Per f ormance work plans can only include critical elenents
t hat address individual performance. However, one way to
ensure that those assignments and responsibilities are
linked to the organi zation's m ssion and goals would be to
derive elenments fromwork unit results. The nost

i mportant aspects of unit performance (results and/or
processes) are identified in Step 2.

Det er mi ne which performance el ements should be critical

el ements and mark these on the performance work plan.
There is a good possibility that the el enent shoul d be
critical if the element is a major conponent of the work,
i f serious consequences would result if the enpl oyee
performed it unacceptably, if the element requires a
significant anobunt of the enployee's tinme, or if there is
a statutory or regulatory requirement related to its

per f or mance.




Step 5

Step 6

Step 7

Step 8

Devel op work unit and individual neasures.

For each el enment or work acconplishnment, determ ne which
general neasure(s) (i.e., quantity, quality, tineliness,
or cost-effectiveness) are inportant. Determ ne howto
measure the quantity, quality, tineliness and/or cost-

ef fectiveness for the element. |If an acconplishment can
be nmeasured wi th nunbers, determine the unit of
measurenment to be used. |If performance can only be

described (i.e., observed and verified), clarify who would
apprai se the work and what factors they would | ook for.

Devel op work unit and individual standards.

A successful standard nust be established for each
critical element. Wite the perfornmance requirenment(s) or
expectation(s) that nust be nmet to be successful.

If the measure for the elenent is nuneric, determ ne

m ni mum nunber (s) that would represent successfu
performance. |If the neasure for the element is
descriptive, determ ne what the rater would see or report
that woul d verify that performance expectations for that

el ement had been net and bel ow whi ch a performance probl em
woul d exi st.

If other work acconplishnents or achi evenents are to be
tracked and neasured, it is recommended that enpl oyees be
given a clear idea of the perfornmance expectations to help
them and their work units focus on what they are to do.
Avoi d absol ute and backwards standards.

Det erm ne how performance will be nonitored.

Determ ne what data to collect for each performance

el ement, the source of the data, and whether all the data
or just a sanple should be collected. Determ ne when the
data should be coll ected, who should collect it, and who
shoul d receive it. Review existing reports for possible
use as feedback reports. Create feedback tables or graphs
where appropriate, necessary, or desired. Try to design

f eedback processes that give enpl oyees feedback
automatical | y.

Check the performance plan to ensure that el ements and
standards are effective and neet regul atory requirenents.
Are the performance expectations quantifiable, observable,
and/or verifiable? Does failure on the elenent nean that
the enpl oyee's overall performance is unacceptable? Are
the standards attai nable and chal |l engi ng and are

expect ations reasonable? Do they allow for sonme margin of
error? Can the rater manage the data coll ected through

t he neasurement process? etc



Devel opi ng Perfornmance Pl ans

This section further describes the 8-step process for devel opi ng perfornance
pl ans for an individual enployee as outlined in Exhibit 2 in this handbook

If you are begi nning work on enpl oyees’ performance plans “fromscratch,” it
may be easiest for you to do each of the steps in order, just as they are
presented here. However, individual circunstances or preferences nmay require
that one or nore steps be done out of sequence. In addition, the information
devel oped during a later step may require you to revise the material you
devel oped in a previous step. The bottomline is that the 8-step process is
a tool intended for your use. Use it in the way which best hel ps you

Step 1: Look at the big picture

To complete this step, you should obtain copies of any avail abl e docunents
whi ch describe your organization' s mssion and strategic plan, and any

organi zati on/ program goal s or custoner service standards which are already in
pl ace. For field personnel, goals and objectives devel oped for your State,
Areal/ Regional, or Local Ofice would be useful

Review these materials to help identify goals and objectives which may apply
directly to your work unit, or which, through a cascadi ng effect, have an

i npact on your operations. Wiile these materials may not tell you exactly
what your own work unit’s goals should be, they will at |east point you in
the right direction and hel p you answer the question, “Wat does ny work unit
do that supports mission area (and/or service center) goal s?”

Step 2: Determne what’'s going to be nmeasured at the work unit |level. Focus
on acconpl i shnents.

Three different nethods may be used to acconplish this step

Met hod A: Cascade the mission or goals of the agency down to the work
unit |evel.

Met hod B: Determ ne the val ue-added acconplishnents (i.e., the
results) the work unit provides for its custoners

Method C. Develop a process flow chart for the work unit.

Each of these nethods is described on the foll owi ng page. You mght prefer
one nethod over another based on the characteristics of your organization, or
on how easy it is to cone up with information using a particul ar nethod.

Sone individuals get good results using all three nethods and conparing or
conbi ning the results.



Method A: (Results-oriented.) Cascade the mission or goals of the agency
down to the work unit level. Start out with a goal at the highest |evel of
t he organi zati on and nove down progressively lower in the organization
i dentifying one or nore goals at each level through the work unit |evel

For exanpl e,

Farm Servi ce Agency
M ssion/ Goal s (obtain from
Strategi c Pl an)

Program M ssi on/ Goal s

(obtain fromeither the programarea’ s strategic plan or
by translati ng FSA M ssion/ Goal s down to program
program | evel m ssion/goals)

Wrk Unit Products and Services

(This may be the State O fice |evel
Headquar at er s

| evel, Regional Ofice level (NRCS), etc.)

This is the cascade or “trickle down” effect. 1In essence, you are mapping
your organi zation’ s mssion and/or goals as they cascade or “trickle down” to
the work unit. Wen this is done, try to show how your work unit’s goals and
objectives link to the higher |evel mssion and goals.

Method B: (Results-oriented.) Determine the val ue-added acconplishnents
(i.e., the results) the work unit provides for its custoners. Use Method B
(the custoner-focused nethod) to identify the product(s) or service(s) that

your work unit provides.

Bef ore using this nethod, you first need to answer the foll ow ng questions:
Who are the custonmers of the work unit?
VWhat products and/or services do the custonmers expect?

Begin with listing your work unit’s custoners. Next, determ ne what
product (s) or service(s) your work unit supplies or provides to its
custoners. ldentify your work unit’s products, services, etc., as
acconplishnments (i.e., advice provided) rather than activities (provides
advi ce).



The foll owi ng di agram shows the results of an anal ysis, using Method B, of
t he acconpli shments of the Human Resources function.

Super vi sors

Enpl oyg
and Managers

Informed Employees
Resolved Complaints
Questions Answered

HR
Servi ces and
Pr oduct s

Method C: (Process-oriented.) Develop a process flow chart for the work
unit. Establish key steps in the work process. These are the steps that
shoul d be neasur ed. i

Bef ore using this nethod, you should first answer these questions:

How does the work unit achieve its results?

VWi ch are the nost inportant steps in t he process? (These are the
steps that

probably shoul d be neasured.)

Map out the work process(es) of your work unit. Focus on the najor
categories or steps of the work. You may need to first list the smaller
steps of the work and then group theminto major categories. The follow ng
process map shows the key steps in filling a job vacancy -- one of the many
processes carried out in a typical human resources office.

S_tep 3: Repr?ﬁ{ﬁl P perfor france el ement s t SU%Ba?HI wor k unit goalls| and
m ssf on ,oF WOLK" process eq)

[1Z€X Amnouncement
Job Applications Cer Prepared
Cenefi c,R&eiveandar di zed, [perfornmance el &tihgotfighr eady been |devel oped
for your use on SCA Form 4140, Performance Wrk Plan. These perfof nance

el ements, and any which you may devel op, nust address individual assignnments
and responsibilities only. One way to ensure that those assignments and
responsibilities are linked to the organi zational mssion and goals is to
derive elenments fromwork unit results. The npbst inportant aspects of unit
performance (results and/or processes) were identified in Step 2.

Job Offer Made
Employee Hired




El ements that address individual achievements can be identified using a role-
results matrix. List the work unit accomplishments (i.e., results or process
steps, products, or services) across the top of the matrix. List each nenber
of the work unit or each job position dowmn the |left side of the matrix. 1In
each cell, list the assignnent or responsibility (i.e., perfornmance el enent)
that the menmber nust produce or performto support the work unit
acconpl i shment or process step. Al performance el enents shoul d be either
guantifiable or verifiable (i.e., using quantity, quality, tineliness, or
cost effectiveness). (Note: Do not identify as elenments those aspects of
per f ormance whi ch neither the work unit nor the individual can control or

whi ch are inpractical to neasure.)

(Exanpl e of matrix follows on next page.)



Responsibilifies (Acconplishnents)
Servi ce Sound Advi ce Provided - Jobs Infor|med Enpl oyees - Resolved Menber Filled -
Positions O assified Conplaints - |Qestions Answered
HR Gui dance and techni cal assistance to Process for communicating with
wor kf orce Director Personnel Managenent Specialists Process for receiving
and resol ving enpl oyee and manager|s conpl ai nts Approved personnel policies
Approved Merit Pronotion certificates
Per sonnel Advi ce and assistance to supervisgrs Information gaps identified
Managenent and managers Reconmendat|i ons to cl ose wor kforce Speci al i st
Posi ti ons evaluated and classified i nformati on gap Position Reports
prepared Conpl ai nts investigated Hrepared vacancy announcenents Conpl aints
resol ved Qualified candidates refarred for enpl oyment
Per sonnel Answers to routine personnel questlions Informative materials prepared
copi ed, and C erks Applicant Notiflication distributed Cosed vacancy files
Step 4 Determ ne which performance el gnents should be critica
el enment s.
Renmenber, a critical elenent is a work assignnent or

responiibility of such inportance that u

(e.g.,
det er

unaccept abl e.

results not achieved) in that el¢d
nation that the enpl oyee’s overa
Al'l performance el enents

naccept abl e performance
ment would result in a
| performance is

under the performance

manage

el enents.
elements in their performance pl ans.
suit your needs,

WENT _program | npl enented January 1
Enpl oyees nmust have at | east
| f

the form SCA Form 4140

1999, are critica
two, but no nore than 5,
the generic ones don't
, Performance Work Pl an,

provi des bl ank space for 3 elenents of your choosing -- just be

sure t

hey are critical.

Work unit or team perfornmance can be neasured and tracked but can
only be included in an enpl oyee’ s performance plan to the extent

that it measures the individual’s contribution to the team Team
el ements, as such, may not be included as a critical elenent in

t he performance plan. They nust be addressed as an additi onal

per formance el enent (see Appendi x 5).



How do managers, work units, and enpl oyees figure out which
elements are critical? Answer the followi ng questions. If the
answer to any one or nmore of themis yes, then there is a good
possibility that the el enent should be critical

Is the element a major conmponent of the work?

If the enpl oyee performed unacceptably on the el enent, would
there be serious consequences to conpleting the work of the
organi zati on? (What woul d those consequences be?)

Does the elenment require a significant amount of the enpl oyee’s
time?

Is there a statutory or regulatory requirenment related to
performance of this el enent?

Usi ng the human resources function, as we have in the past

exanpl es, here is an exanple of how the HR Director and enpl oyee
m ght designate which elenments are critical for the Personne
Managenent Speci al i st position.

El enent Type of El enment

1

Advi ce and assi stance to supervisors and nanagers
Critical

Position classification (positions evaluated and classified)
Critical

Recrui tment (prepared announcenents/qualified candi dates)
Critical

HR Servi ce Acconplishnent (not critical)
Addi tional (G oup-level performance to be tracked and measured
but not included in the performance plan.) - Informed enpl oyees

I ndi vi dual Acconplishnent (not critical)

Addi tional (Individual performance to be tracked and neasured f
awar ds purposes.) - Recomendations for closing information gap
wor kf or ce

in




In the previous exanple, Elenent #1, Advice and assistance to supervisors and
managers, could easily be eval uated by using El enent #2, Comunications, in
the Performance Wrk Plan. El enents #2 and #3 concern work products and
would fit in with Elenent #1 of the Performance Wrk Plan, Execution of
Duties. Under our program another elenment which would be required for this
nonsupervi sory position is El enent #10, Personal Contacts - EQ CR  So, by
identifying the critical aspects of this job, you have determ ned three
elements to use in the Performance Wirk Plan. If the enployee is responsible
for adm nistering any prograns, El enment #5, Program Managenent, woul d provide
another elenent; and if the enpl oyee received multiple special projects in

hi s/ her position, El enent #6, Special Projects, would provide another

wor kabl e el ement .

Again, in this exanple, El enents #4 and #5 woul d be consi dered as additiona
performance el enents and woul d not be included in the performance plan. See
Appendi x E for information on additional elenents.

Step 5: Determne work unit and individual mneasures.

Measures are the yardsticks used to determ ne how well work units and

enpl oyees produce (or provide) products (or services). For each critica

el ement or acconplishment that you want to track and neasure, determ ne which
general neasure(s) (i.e., quantity, quality, tineliness, or cost-

ef fectiveness) are inportant. Determ ne how to neasure the quantity,

quality, tineliness, and/or cost-effectiveness for the acconplishnent. If an
acconpl i shment can be neasured with nunbers, record the form of measurenent
to be used. |If performance can only be described non-nunerically, determ ne

who woul d observe and verify the work and what characteristics they would
| ook for.

Measures. (Quality addresses how well the work is performed and/or how
accurate or how effective the final product is. Quality refers to accuracy,
appear ance, usefulness, or effectiveness. Quality can be expressed as an
error rate, percentage of errors allowable per unit of work, or as a genera
result to be achieved.

Exanpl es of quality measures using numerics include:
has | ess than 2%error rate;
78% of customers are satisfied with the product;
95% of products neet design specifications.

Exanpl es of descriptive quality nmeasures include:

Advi ce and recommendati ons consistently represent sound policy and
principles, supporting Admi nistration initiatives and current agency
strategi c goal s.

Witten products generally follow the principles outlined by the
President’s Plain Language neno and NPR gui dance, including | ogical
organi zati on, descriptive section headings, sinple ternms, and good
usage of tables, lists, graphics, and white space.

Routinely responds to each custoner request with the nost accurate
and complete informati on available; if the enpl oyee cannot answer a
guestion conpletely, s/he generally provides nane and phone nunber
for the proper contact; if the question requires additiona
research, keeps the customer apprised or progress.



In devel opi ng quality measures, just ask the follow ng questions for each
results statenent:

How could quality be neasured? If it can’t be measured nunerically,
ask “Who could judge that the result was done well? Wat factors would
they ook for? |If the judge is the customer, ask: Wat does the

custoner expect fromthis product or service?



Quantity addresses how nmuch work is produced or the volume or anmount of work
expected. Exanples of quantity neasures include:

600 transactions
250 incomng calls

Produces at |east one mmjor product (e.g., a workshop, conplex
paper, report, often over 10 pages long); at |east three
internediate, in scope, products (e.g., topic papers or overviews 3
- 10 pages long); OR at least five mnor products (e.g., newsletter
articles, 1 - 2 page papers), OR a conbination of these. (To neet
the definition of “produces,” the report or paper at |east nust be
cleared by the Division Chief.)

Ti mel i ness addresses how qui ckly, when, or by what date the work is produced.
The nost common error nade in setting tineliness standards is to allow no
margi n for

error, and hence, creating an absolute standard. An exanple of a tineliness
measure is: Enployee initially responds to custoner requests for assistance
within at |east 8 working hours fromrecei pt of request.

Cost - Effecti veness addresses doll ar savings to the Governnent. Standards
that address cost-effectiveness should be based on specific resource |evels
(rmoney, personnel, or tine) that generally can be docunented and neasured in
an organi zation’s annual fiscal year budgets. Cost-effectiveness standards
may i nclude such aspects of performance as maintaining or reducing unit
costs, reducing the tinme it takes to produce (provide) a product (service),
or reducing waste.

Regardl ess of the type of neasure being used, the standard at the Results
Achi eved, or fully successful, level should be witten to be challenging, yet
attainable. If the measure is nuneric, list what will be tracked or counted.
If the measure is descriptive, identify the factors or indicators which the
rater will use.

Step 6: Develop work unit and individual standards.

The Merit Systens Protection Board (MSPB) and the courts have held that an
agency nust ensure that:

St andards are reasonably attainabl e;
St andards are not inperm ssibly absolute (allow for no error); and

Standards informthe enpl oyee of the |evel of performance needed to retain
his or her job.

Per f ormance standards are generally expressed in terns of the measures
identified in Step 5 (i.e., quality, quantity, timeliness, and cost-

effectiveness). |If the measure for the elenment is nuneric, determne the
m ni mum nunber (s) that would represent Results Achieved (e.g. fully
successful) performance. |If the nmeasure for the elenent is descriptive,

determ ne what the rater would see or report that would verify that
per formance expectations for that el ement had been net and bel oi w which a
per f or mance probl em woul d exi st.



In our past 5-1evel performance nmanagenent program ranges were used to
express neasures. This was because there were two | evels above the fully
successful |evel at which an enployee may be rated. Now, with a 2-1eve
program ranges are no |onger needed as there are no | evels above the fully
successful |evel (Level 3). For exanple, we mght have used “no nore than 3
- 8%errors per quarter, as determ ned by the supervisor.” Under the 2-I|eve
program this standard would be stated as “no nore than 8% errors per
quarter, . . .” Only a single nunber, or single point of performance, is
necessary in a programthat appraises elenents at two | evels.

The next page contains sanple standards for the personnel managenent
speci al i st position discussed in previous exanpl es.



Exanpl e of Performance Standards

El ement Type | Measure St andar d
1. Advice and CE Quality: Accurate and | Advice is consistently
assi stance to responsi ve advice in provi ded without
supervi sors and response to issues substantive errors.
manager s rai sed
Advice is consistently
Ti mel i ness:  Provi ded provi ded wi thin needed
in manner that neets ti mefranes.
time constraints of
supervi sor/ manager
2. Position CE Timeliness: PDs are PDs are consistently
classification evaluated in a tinely eval uated within 10
manner wor ki ng days of
receipt.
Quality:
Classification actions | Cassification recom
reflect proper nmendati ons are
eval uati on agai nst general |y accept ed.
rel evant standards. Posi tion and desk
When needed, position audit reports
and desk audit reports | generally do not
are thorough. require revision
3. Recruitnent CE Ti mel i ness: Recruitment efforts
Recruitment initiated consistently initiated

intinmely manner.

Quality: Vacancy
announcenents are
consi stently accurate

Quantity: Recruitnent
process generally

yi el ds sufficient
nunber of well -
qualified applicants.

wi thin 5 working days
of authori zation.

Announcenents are in
accordance with PD
merit pronotion plan,
and OPM qualification
st andar ds.

Area of consideration
and outreach efforts
produce at |east 3
wel | -qualified
applicants.




4. HR Service AE Quantity: Methods are | Gui dance on three
Acconpl i shrment : devel oped to provide prograns devel oped and
I nf or ned i nf or mati on/ gui dance di stri but ed.
enpl oyees to enpl oyees on HR

prograns (e.qg.

benefits, pay, etc.).

Quality: Information/ [ Reduction in nunber of

gui dance neets requests for

enpl oyee needs. i nformati on/ gui dance
5. Individual AE Quantity: New |lines At | east one new
Acconpl i shrent : of conmuni cati on approach i nmpl enent ed
Cl ose information identified to respond to inprove
gap in workforce to enpl oyee conmmuni cat i ons.

guest i ons/ concer ns.

Note: Al Standards are provided at the Level 3, or Results Achieved | evel
(e.g., Fully Successful).
Ceneral Advice about Devel opi ng Perfornmance Standards:

Avoi d Absol ute Standards. An “absolute” standard, one that allows for no
errors, is acceptable only in certain circunstances. Were a single failure
to nmeet the standard would result in loss of life, injury, breach of nationa
security or great nonetary |oss, an agency can legitimately defend its
decision to require perfection fromits enployees. |In other circunstances,
the MSPB and the courts will usually find that the agency abused its

di scretion by establishing standards that allow for no margin of error.

Here are sone questions to help you identify and determ ne the
appropri at eness of absol ute standards.

How many tines may the enployee fail this requirement and still be
acceptable? (If the answer is “zero,” you nmay have an absol ute standard.)
Does the standard use words such as “all,” “never,” and “each”? (These
words do not automatically create an absolute standard, but they often
alert you to problens.)

If the standard allows for no errors,
criteria listed above (risk of death,

would it be valid according to the
injury, etc.)?

Avoi d “Backwards” Standards. The |law requires that a performance standard
describe the level of performance needed for retention in the position

St andards such as “fails to neet deadlines” or “perforns work inaccurately”
all ow an enpl oyee to do virtually no work or to do it poorly and still neet
the standard. These standards are invalid.



Here are sone questions to help you identify “backwards” standards.

Does the standard express the | evel of work the supervisor wants to see or
does it descri be negative perfornmance?

If the enpl oyee did nothing, would s/he neet the standard? (Exanpl e:
Conpl etes | ess than four products per year.)

If the enpl oyee requires assistance all of the tine, would s/he neet the
standard? (Exanple: Requires assistance nore than 50% of the tine.)



Step 7: Determ ne how performance will be nonitored.

Determ ne what data to collect for each performance el ement, which source(s)
the data should cone from and whether all the data or just a sanple should
be collected. Determ ne when the data should be collected, who shoul d
collect it, and who should receive it. Review existing reports for possible
use as feedback reports. Create feedback tables or graphs where necessary
(only for additional elenents). Try to design feedback processes that give
enpl oyees feedback automatically. Note: You cannot seek feedback from

ext ernal sources (non-government sources).

(See next page for example.)



Exanpl e:  Monitoring Perfornmance Standards

El ement Feedback Source
and Type Measur e St andar d for Mnitoring
1. Advice and | Quality: Accurate Advice is Val id conpl aints

assi stance to
supervi sors
and managers

and responsi ve advice
in response to issues
rai sed.

consistently
provi ded wi t hout
substantive errors.

and/ or cust oner

surveys

(Critical) Valid conpl aints
Tinmeliness: Provided | Advice is and/ or custoner
i n manner that neets consistently surveys
time constraints of provi ded within
supervi sor/ manager. needed ti nefranes.

2. Position Timeliness: PDs are PDs are PD | og

classification

evaluated in a tinely

consistently

(Critical) manner eval uated within 10
wor ki ng days of
receipt.
Quality: Supervi sory revi ew
Cl assification Cl assification
actions reflect recom nmendat i ons
proper eval uation are generally
agai nst rel evant accepted. Position
standards. \When and desk audit
needed, position and reports generally
desk audit reports do not require
are thorough. revision
3. Ti mel i ness: Recruitnment efforts | Recruitnent |og
Recr ui t mrent Recruitment initiated | consistently
(Critical) intinmely manner. initiated within 5

Quality: Vacancy
announcenents are
consistently
accurate:

Quantity:
Recrui t ment process
general ly yields
suf ficient nunber of
wel | -qualified
appl i cants.

wor ki ng days of
aut hori zati on.

Announcenents are
in accordance with
PD, nerit pronotion

pl an, and OPM
qualification
st andar ds.
Area of

consi deration and
outreach efforts
produce at |east 3
wel | -qualified
applicants.

Supervi sory revi ew

Pronoti on
certificates and
nonconpetitive
referral
docunent ati on




4. HR Service | Quantity: Methods Gui dance on three Wrk contro
Acconpl i shnent | are devel oped to prograns devel oped procedur es
I nf or med provi de and di stri but ed.

enpl oyees i nf or mati on/ gui dance

(Addi tional , to enpl oyees on HR

not rated) prograns (e.qg.
benefits, pay, etc.).

Reduction i n nunber Cust oner survey

Quality: of requests for and/ or valid
I nformati on/ gui dance | i nfornma- conpl ai nts
neets enpl oyee needs. | tion/guidance.

5. Individual | Quantity: New lines At | east one new Wrk contro

Acconpl i shnment | of communi cati on appr oach procedur es

Cl ose identified to respond |inplemented to

i nfor-mation to enpl oyee i mprove

gap in guest i ons/ concer ns. conmuni cati ons

wor kf or ce

(Addi ti onal

not rated)

Step 8: Check the perfornmance plan.

Use this checklist to ensure that el ements and standards are effective and

meet

verifi abl e?

successf ul

Do t hey
Can the
Can the

OO0O0O0O0000O0 OO0o00 OO 0O0

Are the critica
Does failure on the critica
per formance i s unacceptabl e
Are the standards attai nabl e?
Are expectations reasonabl e?
Are the standards chal |l engi ng?
Does the enpl oyee need to exert a reasonable amount of effort to reach
performance | evel ?
Are the standards fair?
Are they conparable to what
allow for some margin of error?
rater use the standards to apprai se perfornmance?

rater manage the data collected through the nmeasurenent process?
Can the elenents and standards be conmuni cated and under st ood?

Can the enpl oyees be expected to understand what
Are the el enents and standards fl exible?

Can they be readily adapted to changes in resources or objectives?

regul atory requirenents.

Is the range of acceptabl e perfornmance clear?
Are the performance expectations quantifiable,

elements truly critical?
el ement nean that the enpl oyee’s overall

observabl e,

and/ or

i s expected of enployees in simlar positions?

is required?




THE
“ ADDI T1 ONAL”
PERFORVANCE ELEMENT

VWhat is an “additional” performance elenent? An additional performance
element is a “dinmension or aspect of individual, team or organi zationa
performance that is not a critical elenent” and cannot be used in assigning a
summary rating |evel

Wiy would I want to use an “additional” performance elenent if it cannot be
considered in the performance rating? Reasons why an organi zati on m ght want
to use additional performance el ements include:

New Wor k Assignnent. There may be an aspect of work for which
managenent and enpl oyees woul d want to establish goals, track and
nmeasur e performance, and develop skills, but which they do not want
to count in the summary level. For exanple, if an enpl oyee
volunteered to work on a new project that requires new skills, an
addi ti onal performance el enent describing the new assi gnnent

provi des a non-threateni ng vehicle for planning, measuring, and

gi ving feedback on the enpl oyee’ s performance w thout counting it in
the summary level. 1In essence, this is a formof a devel opnenta
work plan or assignnent.

G oup Performance. In our new performance appraisal program
addi ti onal performance el enents are the only way to include a
di scussi on of group or team (aggregate) performance in the appraisa
process. Even though the el ement assessment is not considered when
determ ning the summary | evel, managers and enpl oyees may use it to
manage the group’s performance. It is inmportant to involve al
menbers of the group in the goal -setting process and in deciding on
what will be measured and how. The group deci des on a comon
obj ective and goals are then set showing who will do what and when

Awards. Additional performance el enents nmay be used to determ ne
awards eligibility since our programno |onger bases awards solely
on a particular summary | evel

EXAMPLES

A.  You want to automate the work assignhment database, but your GS-5
clerical assistant is not experienced in using database software.
The overall objective is to automate the work assignment dat abase.
You provide the paranmeters of the project to the enpl oyee and
mai nt ai n ongoi ng cl ose supervision of its progress. The enpl oyee
will need to neet with the primary user(s) to identify the purpose
and scope of the project and the desired outcones (i.e., reports,
fields, etc.). The enployee will determne the appropriate types of
fields to be used based on the information to be mai ntai ned and/ or
mani pul ated. Reports are to be designed for attractiveness and
useful ness of the information.



It has been determ ned that the enployee will need to conplete, at a
m ni rum Begi nning and I ntermedi ate ACCESS. The enpl oyee will be
measured on: (1) Quality -- fields used are appropriate; reports
are attractive; information provided is useful; (2) Tineliness --
assignment is conpleted within 6 nonths of conpletion of required
training;, and

(3) Cost effectiveness (fromthe perspective of supervision
requirements) -- assignment is conpleted with substanti al
i ndependence.

The enpl oyee and supervi sor agree that consideration for recognition
wi Il be based on the quality of the conpleted project. |In other
words, if the enployee at |east neets his/her expectations in the
quality factor, an award will be considered.

Anot her option in considering recognition would be to weight each
factor and then base the award anmount on whet her the enpl oyee at
| east neets all criteria of each factor being nmeasured. For
exanpl e, you decide that quality is the nost inportant factor to
you, so a weight of 75%is assigned to that factor. You decide that
timeliness and cost effectiveness are sonewhat equal to each other
in inmportance and assign each a weight of 12.5% The total, of
course, is weighted at 100% neaning that if enpl oyee neets (or
exceeds) all criteria, s/he will receive 100% of the award amount.
Let’s say that the enployee neets the criteria for quality and
timeliness (87.5%, but required a ot of your tinme for assistance
(i.e., did not neet your expectations in cost effectiveness). You
have deci ded the contribution of the conpleted work assignment is
noderate and that $350 or 12 hours of time off is appropriate.
Since the enpl oyee nmet 87.5% of your expectations, you may opt to
award hinm her either $306 (87.5%x $350) or 11 hours of time off.
(Under the enpl oyee recognition policy, you should allowthe
enpl oyee to choose the formof recognition they desire whenever
possi bl e.)

B. Ateamor group decides to track performance in custoner service.
They decide their overall objective is to strive for excellent in
custoner satisfaction by having custonmers assess the teanis overal
performance in 5 areas: (1) Useful ness of information or
assi stance; (2) Needs net; (3) Quality of service; (4) Tinely
service; and (5) Manner of performance by team nenbers/enpl oyees.
The team deci des that at each 3-nmonth interval during the appraisa
or survey period, team feedback worksheets will be sent to customers
based on the project assignnent database (to determ ne for whom
products or services were provided). The custoners evaluate the
team s performance and return forns/data to team | eader (or
menbers). The forns/data provide information for discussion of team
performance, i.e., where inprovenent is needed, where they are doing
well, etc. The information is to be used in a positive manner and
shared by everyone.

The team decides that at the end of the survey period, awards may be
considered if 95% of responses indicate the teamat |east either net
or exceeded expectations in all categories. Individual awards



shoul d be consi dered where individual team nenbers are nentioned for
their service excellence in their participation in a mjor process
i nprovenent or where performance consistently exceeds expectations.

Both of these are relatively sinple exanples of how an additional el enent
m ght be used. They may al so be used to incorporate organi zati onal goals.
Anot her use m ght be to capture enpl oyee or professional devel opnent.
Addi tional performance el ements have not been used wi dely, yet, but their
popul arity is rising as supervisors discover the possibilities they
present for managi ng performance. Keep in mnd that performance-based
actions may not be taken for failing to nmeet an additional performance
el ement, but they do provide a vehicle for use in determ ning awards
eligibility.

For those of you who like forns for ease in inplenmenting prograns, there is a
formfor displaying additional elenents and a team feedback wor ksheet on
the foll owing pages. WARNING WARNING@ (btaining or soliciting feedback
may only be done fromw thin the federal governnent. In other words, you
may solicit feedback fromcustomers in the sane agency or from anot her
federal government agency.

For assistance in devel oping or using additional elenents, contact your
servicing human resources office.
United States Department of Agriculture
Servi ce Center Agencies
Addi tional Performance El ement(s) Wrksheet

Enpl oyee’ s Nane: Posi tion

Organi zat i on:

Begi nni ng Dat e: Endi ng Date:

Additional El enment #1 (Qbjective):

Measur enent :

Addi tional El enment #2 ((bjective):

Measur enent :




Di scussi on Comments: (Both enpl oyee and supervisor or rating official should have the
opportunity to provide coments. Use reverse side of this form if necessary.)

Certification: (Sign when elements are established. Enployee’ s signature certifies
review and discussion with the rating official and indicates an understandi ng that
addi ti onal performance el enents are not rated, not considered in enployee’ s sunmary
rating, and are not included in Enpl oyee Performance File (EPF) docunentation.)

Enpl oyee Dat e
Supervi sor/Rating Oficial Dat e




Team Feedback Wr ksheet

Team

Team bj ecti ve:

Assessnent made by:

Check the nost appropriate squares.

You are urged to freely use the

“Remar ks” sections for significant coments or suggestions for inprovenent.

(You may use the reverse of this formto continue “Remarks”

i f needed.)

USEFULNESS OF | NFORVATI ON
Not Bel ow
OR ASSI STANCE

satisfactory expect ati ons

Met Exceeded Maj or process

expect ati ons expect ati ons i mpr ovement

At what |evel do you feel theg—Tnformatiom or assistance provided was
applicable to the Remarks: given situation/problen?
NEEDS MET Not Bel ow Met Exceeded Maj or process
Do you feel that the information satisfactory
expect ati ons expect at | ons expect ati ons i mpr ovement
and/ or assi stance provi ded nmgt—Turrent TEeeds?
Remar ks:
QUALI TY OF SERVI CE Not Bel ow Met
Exceeded Maj or process
Do you feel you received qualit satisfactory
expect ati ons expect at | ons expect ati ons i mpr ovement
servi ce?
Remar ks:
TI MELY SERVI CE Not Bel ow Met
Exceeded Maj or process
Was this teanis service prov|ded satisfactory
expect ati ons expect at | ons expect ations inprovemnent
in atimly manner?
Remar ks:
TEAM MEMBERS/ EMPLOYEES Not Bel ow Met
Exceeded Maj or process Di d team nmenber s/ enpl oyees
satisfactory expect ati ons expect ati ons expect ations inprovemnent

provide information/service i

n a courteous, professional and know edgeabl e

manner ? Remar ks:




Qpportunity to | nprove

This form docunments a plan for required perfornmance i nprovenent when
per f ormance does not neet expectations (i.e., the “Results Achieved” |evel).
It lists specific exanples of the specific deficiencies and the required
i nprovenents to bring performance to the “Results Achi eved” |evel.
Additional clarifying information, if provided, must be specified in, or
attached to, this plan.

Enpl oyee’ s Nane:
Posi ti on:

Organi zat i on:

Commencing Date: /[ Pl an Duration: Days
Ending Date: _ [/ [
El ement (s) Deficiency(ies) (cite specifics)

Requi red | nprovemnent

Support to be provided by the supervisor or Rating Oficial (e.g. fraining,
equi pnent, etc.) and|the frequency of discussions.




| Plan Establishnent Signatures:

Enpl oyee:

Dat e: / /

Supervi sor/Rating Oficial:

Dat e: / /

|Regul at ory Requi renent s

During this opportunity to inmprove (OTl), you will be expected to perform
all the elenents of the performance work plan . You nust independently
performthese duties at |east at the “Results Achieved’ |evel.

Upon conpletion of the OTl, you will be re-evaluated on the el enent(s)
identified in this plan and i nfornmed of your performance in relation to
your performance work plan

P If you have achieved the results expected/required, the OTl is
concl uded and you must maintain this |evel of performance for one
year commencing fromthe date of the OIl.

P If at any time during this one-year period your performance falls
bel ow t he “Results Achieved” level in any of the elements specified
in this plan, appropriate renedial action will be proposed. This may
include, but is not limted to, a downgrade to a different position
or renoval fromyour position

P If at the end of this OIl you have not achieved the results
expected/required, it will be necessary to determ ne an appropriate
renmedi al action to propose as nentioned above.

P If a definite decision cannot be nmade at the end of this OIl
regardi ng your progress, the OIl may be extended. |If this occurs,
you will be notified in witing.

Areas in which you think you need additional training will be considered.
The scope and | evel of such training provided will be determn ned based on
how much and what kind of training has al ready been provided and what is
customary for your position duties and grade |evel. I f you believe
additional training is needed, submt a witten request to ne within ten
(10) days listing specific training needs.

Questions regarding this inprovenent plan, your work assignnents, or the
| evel of performance expected fromyou, should be directed to ne.



Experi ence has indicated that,
result of personal situations.

at tinmes,
While this may not be the case,

contact the program personally,
for you. Al

or if you prefer,

per f ormance probl ens can be the

it may be

hel pful to consider all the factors contributing to your perfornmance
problenms. If this may be the case, we encourage you to contact your Enpl oyee
Assi st ance Program (EAP) at You may

an appoi nt nent can be made
i nformati on you provide is strictly confidenti al
specifically authorize its rel ease.

unl ess you

| Dates of Foll ow up Di scussions:

!/ Empl. Init. I Empl. Init.
I Empl. Init.
Supvr. Init. Supvr. Init.
Supvr. Init.
I Empl. Init. I Empl. Init.
I Empl. Init.
Supvr. Init. Supvr. Init.
Supvr. Init.
Fi nal Review (to be done upon conpletion of the perfornmance i nprovenent
period):
[ ] Enpl oyee has achi eved the required i nprovenent described in this
or. oR
[ ] Enpl oyee has not achi eved the required inprovenment described in
this OIl. The enpl oyee continues to have problens in the
areas described bel ow
| Final Review Si gnatures
Enpl oyee: _ Dat e:
/ /
Supervi sor/Rating Oficial: _
Dat e: / /
Revi ewi ng O ficial: _
Dat e: / /
Di stribution: Pl an Establishnment - Rating Oficial - Oiginal, Enployee -
Copy, Reviewing Oficial - Copy, Human Resources - Copy
Pl an Conpl etion - Enmployee - Copy, Rating Oficia
- Copy , Reviewing Oficial - Copy, Human Resources - Origina




July 22, 1999
SUBJECT: Enpl oyee Recognition Program

TGO Al'l Rural Devel opnent Enpl oyees

Thi s menorandumtransmits the new Enpl oyee Recognition policy for Rura
Devel oprment enpl oyees including the Rural Business-Cooperative Service,
the Rural Housing Service, and the Rural Uilities Service. It is also
i ntended to cover positions assigned to the new Support Services

Bur eau

This policy becane effective April 1, 1999, for non-bargai ning unit
enpl oyees. For bargaining unit enpl oyees, negotiations with the
appropriate union | ocal must be conpleted before this policy can be
i mpl enent ed.

Until further notification, approval to issue gift certificates and
savi ngs bonds to Federal enployees and FSA non-Federal county enpl oyees
is suspended (p. 4, p. 10, and p. 15). Approval will be given to issue
gift certificates and savi ngs bonds as soon as the USDA, Nationa

Fi nance Center considers the tax inplications and updates the personne
payrol |l systemto accommodate these types of awards. Servicing Human
Resources offices will be notified when nature of action codes have
been developed. G ft certificates may still be used to recognize
acconpl i shments of private citizens (including volunteers, Conservation
District enployees, and other mssion-rel ated partners.)

This is the second Service Center Agencies common policy issuance. It is
being issued in its present format pending inplenentation of a uniform
directives system This docunent is also available on the internet at
http://dc.ffasintranet. usda. gov/ hrd/ cover. htm .

If you have questions related to this program please contact your
Servi ci ng Human Resources O fice.

(Signed by Leonard Hardy, Jr.)
LEONARD HARDY, JR
Deputy Admi ni strator

for Operations and Managenent
At t achnment

EXPI RATI ON DATE: FI LI NG | NSTRUCTI ONS
Until Superseded Adm ni strative/ G her Prograns
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EMPLOYEE RECOGNI Tl ON
1. PURPCSE

The Service Center Agency enpl oyee recognition programis designed to
fairly and equitably recognize and reward individuals and groups for
excel l ence in service. The program acknow edges contri butions that

| ead to achi evenent of organizational, team and individual results.
Timely recognition provides a source of notivation for continued
excel | ence.

2. BACKGROUND

Consi stency is the basic principle of the enpl oyee recognition program
The issuance of awards at all organizational |evels must be carried out
wi th consistent application of the appropriate guidelines and policy.
The foll owi ng guiding principles pronote an effective enpl oyee
recognition program

Fundi ng of the enpl oyee recognition program shoul d be consi stent
anmong each of the Service Center Agencies.

| ssuance of enpl oyee recognition shoul d be based on consistently
appl i ed gui del i nes.

Approval authorities should be consistently del egated to the | owest
practical |evels.

Qut st andi ng acconpl i shnments shoul d be consistently recognized in a
timely manner.

Approved enpl oyee recognition should be consistently publicized to a
wi de audi ence.

Thi s policy enphasizes i medi ate recognition of teans and individuals
for noteworthy contributions and/or achi evenents.

3. LEGAL AUTHCRI TI ES THAT GOVERN EMPLOYEE RECOGNI Tl ON

Chapter 45, Title 5, United States Code (U.S.C. ) provides
authority to establish an enpl oyee recognition program (5 U.S. C
4503); and Title 5 Code of Federal Regulations (CFR) Part 451

The Federal Enpl oyees Pay Conparability Act of 1990 (FEPCA)
Public Law 101-509, provides Federal agencies authority to grant
enpl oyees time-off fromduty, wthout |oss of pay or charge to

| eave, as enpl oyee recognition

Regul atory requirenents for Quality Step Increases for Genera
Schedul e (GS) enpl oyees are found in 5 CFR Part 531

Regul atory requirenments for Senior Executive Service Recognition
are found in
5 US C 5384, 5 U S.C 4502 through 4503 and 5 U.S.C. 4507

Distribution: Al Enployees



4.

EFFECTI VE DATE

The effective date for this policy is April 1, 1999.

5.

a

DEFI NI TI ONS

Desi gnat ed Approving O ficial — An individual that has been
del egated the authority to review and approve recognition.

Nati onal Board of Directors — The Farm Servi ce Agency’s

Admi ni strator, Natural Resources Conservation Service' s Chief,
the Deputy Under Secretary for Qperations and Managenent for
Rural Devel opnment, and other officials as designated.

Nom nating OFficial — Any Service Center Agency or Support
Servi ces Bureau enpl oyee.

Private Gitizens — Wth the exception of FSA Non-Federal County
Enpl oyees, any non-federal individual. Conservation District
enpl oyees, vol unteers, state agency enpl oyees, and other m ssion
rel ated partners are considered private citizens.

Rating Oficial — An enployee’s first |ine supervisor or other
person designated with responsibility for issuing ratings of
record.

Servi ce Center Agencies — The Farm Servi ce Agency, Natural
Resour ces Conservation Service, and the m ssion areas of Rural
Devel oprent .

State Board of Directors — The three Service Center Agency
| eaders in a state.

Support Services Bureau — The converged administrative staff for
the Service Center Agencies.

Uni que Program Entity Adm nistrative Support Unit — Program
of fices, |ocated outside the Washington DC area, i.e., Atlanta,
Fort Wirth, Kansas City, and St. Louis.

ACRONYMS AND ABBREVI ATl ONS
SCA — Service Center Agencies
SSB — Support Services Bureau
CFR - Code of Federal Regul ations
US C — United States Code

SES — Seni or Executive Service



7. COVERAGE

Thi s program covers all enployees of the Service Center Agencies,
i ncl udi ng Farm Servi ce Agency Non-Federal County enpl oyees and the
enpl oyees in the Support Services Bureau

Excl uded from coverage are political appointees at the GS-13 |evel and
above (e.g., Executive Schedule). Current Adm nistration policy (as of
January 1999) precludes Schedule “C’ and non-career Senior Executive
Service (SES) enpl oyees fromreceiving cash awards.

8. RESPONSI BI LI TI ES
a The Agency Heads are responsible for

(1) Ensuring that the program supports the Departnent’s
m ssi on, goals, and objectives.

(2) Ensuring equity in the distribution of recognition

(3) Ensuring that enployees are infornmed of recognition
pol i ci es and procedures.

(4) Providing periodic training on the effective use of
the recognition program

(5) Conducting annual reviews to ensure the effective use
of the program

(6) Enphasi zi ng the i nportance of teammork through
recognition of groups.

(7) I ncorporating funding for recognition into agency
budget pl anni ng.

(8) Ensuring that enployee recognition is publicized.

(9) Del egating recognition program authority and funding
to the | owest |evel consistent with the Secretary’s
pol i ci es and gui del i nes.

(10) Elimnating unnecessary levels of review to ensure
timely processing of recognition.

(11) Encouraging innovative recognition at the | oca
| evel .

b The Servicing Human Resources Ofice is responsible for

(1) Provi di ng technical and operational support and
advi ce.

(2) Ensuring the enpl oyee recognition programis
adm nistered in a manner consistent with applicable
| aws, rules, and regul ati ons.

(3) Processi ng personnel actions related to recognition

(4) Ensuring that enpl oyee recognition records are
mai ntai ned in the Servicing Hunan Resources Office in
accordance with requirenents in 5 CFR Parts 430 and
432.

(5) Provi ding training on the enpl oyee recognition
progr am



Supervi sors and Managers are responsi ble for

(1)
(2)
(3)

(7)
(8)

Recogni zi ng enpl oyees for specific achi evenents.
Ensuring equity in the distribution of recognition.
Consi dering i nput as appropriate from co-workers,
custoners, or other sources such as unions and

enpl oyee organi zati ons when maki ng recognition
deci si ons.

Recogni zing contributions in a tinely manner
Enphasi zi ng the i nportance of teamaork through
recognition of groups.

Pronoting the recognition program by encouragi ng
enpl oyee participation, arranging for appropriate
presentation, and publicizing recognition

Al'l owi ng those recogni zed to choose the type of
recogniti on, when appropriate.

Revi ewi ng nonmi nations to ensure that recognition is
linked to the contribution and the anpbunt accurately
reflects the value of the contribution rather than
grade | evel or other non-nerit factors.

Desi gnated Approving Oficials are responsible for

(1)
(2)

Provi di ng support to enpl oyees, supervisors, and
manager s.

Revi ewi ng enpl oyee-initiated awards for conpliance to
stated criteria and certifying funds availability.

Nom nating Officials are responsible for:

(1)
(2)
(3)

Actively seeking out exceptional achievenents worthy
of recognition

Devel opi ng enpl oyee recognition nom nations in a
nondi scri m nat ory nmanner

Accurately docunenting the exceptional achievenents
of others and ensuring the appropriate guidelines are
applied to all nom nations.



PQOLI CY
Overvi ew

There are many different types of enpl oyee recognition avail abl e.
Recognition may be given for a specific outstanding
acconpl i shnment such as a superior contribution on a short-term
assi gnment or project, an act of heroism scientific achievenent,
maj or di scovery or significant cost savings. The follow ng types
of recognition are covered by this policy:

Cash

Certificates — Merit & Appreciation
Gft Certificates
Keepsake Itens

Letters of Commrendati on
Quality Step Increase
Thank You Cards & Letters
Time Of

U S. Savi ngs Bonds

Length of Service

Agency Honorary Awards
Depart ment Honor Awards
Federal Honor Awards

Ext ernal Awar ds



Exhi bit 1 describes each of the recognition categories in detail
Del egation of Authority for Enpl oyee Recognition

(1) Exhi bit 2, Enpl oyee Recognition Del egati on Worksheet,
descri bes the enpl oyee recognition approva
[imtations, as authorized by USDA. The Nati onal
State, and ASU Boards of Directors and equi val ent
positions are required to jointly discuss and,
whenever possi bl e, establish appropriate, consistent
del egations of authority for their service area.

(2) Further limtation of authority for enpl oyee
recognition approval is within the area of
responsibility of the National, State and ASU Boards
of Directors and equival ent positions. Delegating
authority and responsibility to the | owest level is
encouraged. Exhibit 2, Enpl oyee Recognition
Del egati on Wrksheet, should be used in assigning
del egations of authority within the appropriate area
of responsibility.

Pr ogr am Fundi ng

The National and State Boards of Directors and equival ent
positions are required to jointly discuss and, whenever possible,
establi sh appropriate, consistent awards budgets w thin del egated
budgetary authority. Consistency of funding |evels anong the
Service Center Agencies will pronote equity and teamwork between
enpl oyees.

Recommendati on and Approval of Recognition

(1) Al Service Center Agency enpl oyees shoul d be
consi dered for recognition based on work
acconplishrments, without regard to grade |evel, or
other non-nerit factors. Review and approva
requirements are determned by the National and State
Boards of Directors and equival ent positions, as
docunented in the | ocal Enpl oyee Recognition
Del egati on Wrksheet (Exhibit 2).

Desi gnat ed approving officials are responsible for
ensuring funding is avail abl e.

(2) Except for Quality Step Increases ( QSl's), enployees
may devel op award nomi nations invol ving co-workers or
enpl oyees from any of the Service Center Agencies,

i ncludi ng the Support Services Bureau. Subordinates
cannot approve an award for their inmediate
supervi sor or higher level official

(3) VWhen recognition is nom nated from outside an Agency,
the approving official nmust be fromthe Agency
benefiting fromthe service. The approving Agency is
responsi ble for funding the recognition



For exanpl e:

(a) I f an NRCS enpl oyee nomi nates an FSA enpl oyee
for work that benefited NRCS, the approving
of ficial must be from NRCS and NRCS is responsible
for funding the award.

(b) If a Rural Devel opnent enpl oyee nom nates a
team that consisted of enployees fromRura
Devel oprment, FSA, and NRCS for work that benefited
all three agencies, approval nust be obtained from
each of the agencies. Funding of the award woul d
be shared by all three agenci es.

(c) If an FSA enpl oyee nominates a Rura
Devel oprment enpl oyee for work that benefited only
Rural Devel opnment, the FSA enpl oyee would need to
work with approving officials within Rura
Devel opnment to obtain funding and approval

(4) In determ ning appropriate |evels of recognition
nom nators should determine if the contribution can
be nmeasured in terns of tinme saved, noney saved or
expendi tures avoi ded. The mneasurabl e benefits scal e
will help nom nators determ ne the appropriate |eve
of recognition. If the contribution cannot be
preci sely measured, the Nonmeasurabl e Benefits Scal e
criteria should be applied.

Measur abl e Benefits Scal e

Savi ngs to Cover nnent Awar d Anmount
Up to $10, 000 10 percent of the benefits
$10, 001 - $100, 000 $1,000 for the first $10,000 in benefits, plus 3

percent of benefits over $10, 000

$100, 001 or nore $3,700 for the first $100,000 in benefits plus
. 005 of benefits over $100,000. Award anount
shoul d not exceed recipient’s annual salary




Nonneasur abl e Benefits Scal e

Contri bution Level Definition Anount s

Moder at e change or nodification of Certificate
Moder at e operating procedures meeting m ni mum , or <

standard for cash award, sinple $500,

nodi fication of methods, or limted or 1 to 24

service to the public, which affect hour s of

the functions, mssion, or enployees time off.

of a specific work unit (e.g., easing

a backl og or completing a project of

short duration).

Subst antial change or nodification of $501 -
Subst ant i al an operating procedure. An inportant $2,500, or

i nprovenent to val ue of a product, 25 to 40

activity, program or service to the hour s of

public, which affect an entire state, time off

or several divisions, offices, or

counti es.

Maj or i nprovenent, usually affecting $2,501 -
H gh maj or probl ens; major changes in $5, 500

met hods, or procedures, which affect

nunerous states, regions, or

di vi si ons.

Initiation of a new principle or $5, 501 -
Excepti onal maj or program  Superior inprovenent $10, 000

to the quality of a critica

activity, program or service to the

public, which affect nore than one

agency, is Departnent-wide, or is in

the public interest throughout the

United States.

(5) Rating officials are the only persons authorized to
nom nate their enployees for @QSI’s. Approval nust be
obtai ned as defined in Exhibit 2.
(6) Enpl oyees may be all owed to choose the type of
recognition they receive.
e Docunent ati on
(1) Nom nati on and approval of recognition may be

docunented on form

SCA- 4130, “USDA Service Center Enpl oyee Recognition
Nom nati on and Approval” (Exhibit 3) or on form AD
287-2, Reconmendati on and Approval of Awards.
Docunentati on may also be in the formof a letter or
a nmeno containing all the necessary criteria outlined
on Form

SCA- 4130.




(2)

(3)

(4)

When the value of the recognition is $500 or |ess, or
time off is 10 hours or less, only a brief
description of the acconplishnent is necessary.

For recognition greater than $500, or tine off
greater than 10 hours, a witten justification is
required. Exhibit 4 outlines helpful hints for
preparing a justification

Nom nating and approving officials are responsible
for ensuring that dual recognition for the same
acconpl i shment does not occur. However, the

conbi nation of two fornms of recognition (e.g., a

pl aque may be given in conjunction with cash) cannot
exceed the total value of the approved award.

Team Recogni ti on

(1)

(2)

Enpl oyees working as a team may be recogni zed when
team contributions and results exceed expectations.
In addition to the guidelines and del egati ons of

authority, the follow ng guidelines apply to teans:

(a) Team recogni tion may be issued only when a
strong i nterdependence exi sts anong team nenber
tasks and team out cones

(b) Clear goals for the teamwere established in
advance of team performance and eval uation of
acconpl i shnent s.

(c) Team recogni tion should be distributed to
i ndi vidual team menbers equitably (i.e., based on
i ndi vi dual performance within the team rather
than equally (i.e., all team nenbers receive equa
anmount s) .

Teans of interagency enpl oyees nmay be nom nated for
recognition. Nom nations requiring a higher |eve
approval must be jointly reviewed and approved by
appropri ate personnel from each agency invol ved.
Team nmenbers that are private citizens may be

i ncluded in the teamrecognition; however, they nmay
only receive keepsakes, letters of comendation
certificates of appreciation, certificates of nerit,
or thank you letters/cards.



Recognition of Private Gtizens

(1)

(2)

Private citizens who contribute to the mission of the
Service Center Agency or USDA' s mi ssion as a whole
may receive recognition for those efforts.
Conservation District enployees, volunteers, state
agency enpl oyees, and other mssion-related partners
are eligible on the sane basis as other private
citizens.

Private citizens (including volunteers, Conservation
District enployees, etc.) may receive thank you
letters/notes, letters of commendation, certificates
of appreciation, certificates of merit, gift
certificates, or keepsakes. They are not eligible to
recei ve other types of recognition

Publicity

(1)

(2)

(3)

Publ i ci zi ng exceptional acconplishments establishes
per f ormance benchmarks for the workforce and pronotes
accountability in the utilization of agency

resour ces

Public recognition and communi cati on of exceptiona
contributions is encouraged. The announcenent shoul d
descri be the acconplishnent and the recognition

i ssued.

Local newspapers and simlar sources may be contacted
when recognition warrants this level of publicity.

Enpl oyee Recognition Conmittee

(1)

(2)

The National and State Boards of Directors and

equi val ent positions may consi der establishing an
Enpl oyee Recognition Commttee. Menbership of this
comm ttee should include a diverse cross-section of
enpl oyees, Associations, and Union representation in
| ocations with Bargaining Units.

Fol I owi ng are exanples of the roles of the Conmittee:

(a) Ensuring consistency in funding of the enpl oyee
recogni ti on program anong each of the Service
Cent er Agenci es.

(b) Ensuring that enployee recognition is based on
consistently applied guidelines.

(c) Ensuring nondi scrim natory enpl oyee recognition
di stri bution.

(d) Ensuring recognition is issued in a tinely
manner .



(3)

The comm ttee should not be used for routine approva
of individual or team award nom nations. However, to
support enpl oyee invol verent in the enpl oyee
recogni ti on decision process, the Conmttee may be
used as a source of input for high-level or |large
dol | ar val ue nom nati ons.



RECOGNI TI ON CATEGORI ES Exhibit 1
a Cash

(1) Al'l Federal enployees and Farm Servi ce Agency Non-Federal County
Enpl oyees are eligible to receive cash awards.

(2) Cash awards may range from $50 to $10, 000, dependi ng on the
contribution level. Awards may not exceed 10% of an enpl oyee’s
annual sal ary.

Cash awards | ess than or equal to $500 will be issued

i medi ately and taxes will be added to the award anount.
When an enpl oyee reaches the threshold of $501 during the
precedi ng twelve (12) nonths, taxes cannot be added to the
award. The award must be processed through the NFC system
for paynent and taxes nust be deducted fromthe award.

b Certificates, Letters of Commendati on, and Thank You Notes

(1) Al'l Federal enpl oyees and nonfederal individuals and
organi zations are eligible to receive certificates of
appreci ation, certificates of merit, letters of comendation, and
t hank you not es.

(2) Al'l enpl oyees are encouraged to wite letters of thanks,
appreci ati on, and conmendati on for individuals when they believe
a contribution to be noteworthy. When a contribution warrants
addi tional recognition, a letter of comendation from a higher
organi zati onal |evel may be requested.

c Gft Certificates

(1) Al Service Center Agency enpl oyees and private citizens
(i ncluding volunteers and other mssion-related partners) are
eligible to receive gift certificates. Gft Certificates may not
exceed $100.

(2) Gft certificates are itens that can be redeenmed for nerchandi se
or services at a particular place of business, a group of
busi nesses, or a retail location (this includes chain stores,
restaurants, and shopping centers).

(3) The Internal Revenue Service considers gift certificates to be
taxabl e fringe benefits that must be taxed on the fair narket
value. The face value of the gift certificate is the fair market
value. At the tinme the personnel action recording the
recognition is processed, the amount will be adjusted to include
the taxes due. The total of the gift certificate plus taxes wll
be reflected on the enpl oyee’ s Leave and Earning Statenent.

(4) A gift certificate cannot be converted to a cash paynent.



(1)

(2)

(3)

(4)

Keepsakes

Al'l Service Center Agency enployees are eligible to receive
keepsakes. Private citizens who contribute to the m ssion of
USDA or the Federal government as a whole may al so receive
keepsakes. Non-Federal County office enpl oyees, Conservation
District enployees, state agencies, and other m ssion-rel ated
partners are eligible on the same basis as other private
citizens. \Wen appropriate, concurrence fromthe non-Federa
enpl oyer shoul d be gained prior to issuing recognition

For recognition of Volunteers, refer to respective Agency
gui delines for additional direction

Keepsake itens enphasize synbolic recognition of significant
contributions and public recognition. Itens presented as
honorary awards must neet all the following criteria:

Be sonething that the recipient could reasonably be
expected to value, but not sonething that conveys a
sense of nonetary val ue;

Have a |l asting trophy val ue;

Synbol i ze the Agency — recipient relationship in some
fashi on;

Take an appropriate formto be purchased with public
funds and be used in the public sector

Keepsakes can include such itens as paperwei ghts, key chains,

cl ocks, plaques, jackets, T-shirts, coffee nugs, pen and penci
sets, etc. Presenters of awards should be particularly sensitive
to public perceptions that could arise fromgranting expensive,
keepsake itens. O fices are cautioned not to give “personal
gifts” to enpl oyees. Keepsake awards should normally meet the
following criteria:

be of an honorary nature;

be able to be worn, displayed, or used in the

reci pient’s work environnent; and

at a mnimm include the Departnent seal or |ogo.
The Departnent name, or |ogo, should be clearly

vi sible on the keepsake and nust be permanently
affixed. A peel-off sticker is not adequate.

No nmore than $250 may be spent on any one item The cost of
custom zing the itemmust be included in the total cost.



(1)

(2)

(3)

(4)

(1)

(2)

Quality Step Increases

Service Center Agency enpl oyees, except wage grade enpl oyees, may
receive one Quality Step Increase (QSlI) in a 52-week period

A Sl is an additional wthin-grade increase which may be granted
for sustained, high quality performance significantly above that
expected at the “results achieved” level. It nust be supported
by a “results achieved” rating. The supervisor nust provide
docunentation that specifically describes:

the actual results(s) achieved and their |inkage to
establ i shed targets;

how t he enpl oyee substantially exceeded the performance
standards and expected work results communi cated to the
enpl oyee by the supervisor; and

how t he enpl oyee’ s performance has been sustained at
such a high level throughout the performance appraisa
peri od.

Quality increases are not appropriate when it is known an

enpl oyee is in step 10 of the pay range or when it is known that
the enpl oyee is about to receive a pronotion or vacate a position
within 60 days. A I nmay be appropriate if the enployee is
nmoving to a simlar position at the sane grade |evel and
performance is expected to continue at the sane |evel of
effectiveness.

Since quality increases are in addition to within grade

i ncreases, an enpl oyee who receives a quality increase does not
start a new waiting period to neet the time requirenents for a
regular within grade increase. The tinme the enpl oyee served in
the previous pay step (before the quality increase was effective)
will count toward the total waiting period for the next within
grade increase.

Wen the QSI places the enployee into a step at which the
wai ting period beconmes longer (e.g., at step 4 the waiting
period becones 104 weeks, and at step 7 the waiting period
beconmes 156 weeks), the waiting period for the next wthin-
grade increase is extended by 52 weeks; however, the

enpl oyee receives the benefit of the quality increase
during this period.

Time Of Awards

Al Service Center Agency enployees are eligible for tine off
awar ds.

A full-tine enpl oyee may be granted up to 80 hours of time off
during a leave year. A part-time enployee or an enployee with an
uncommon tour of duty may be granted up to the average nunber of
hours worked in a pay period or the enpl oyee’ s schedul ed tour of
duty. Awards are in full-hour increments.



(3)

(4)

(1)

(2)
(3)

(4)

The amount of tine off that can be granted for a single
contribution is one-half the maxi mumthat may be granted during
the | eave year.

A time off award nust be schedul ed and used within 1 year after
the effective date of the award; any unused tine off is
forfeited. The award is effective the first full pay period
followi ng approval. Before using any tine off, the supervisor
must concur with the requested dates.

Atime off award will not convert to a cash payment under any
ci rcunst ances.

U S. Savi ngs Bonds

Al'l Service Center Agency enployees are eligible to receive
Savi ngs Bonds.

U S. Savi ngs Bonds nust be purchased in the enpl oyee’ s nane.

The amount of the award should be equal to the purchase price of
t he bond.

The Internal Revenue Service considers U S Savings bonds to be
taxabl e fringe benefits that nmust be taxed on their fair market
value. The fair market value of a savings bond generally is the
purchase price of the bond. For exanple, if a $200 bond is

pur chased for $100, tax withhol ding must be based on $100. At
the time the personnel action recording the recognition is
processed, the amount will be adjusted to include the taxes due.
The total of the fair narket value plus taxes will be reflected
on the enpl oyee’ s Leave and Earning Statenent.

Length of Service Awards

Length of Service Awards are given to recogni ze an enpl oyee’ s
federal and FSA County service. Enployees should be recognized
at 5 years of service and each 5-year increnment thereafter. In
conputing eligibility, enployees shall receive credit for total
federal and FSA County service, including civilian and all
honorable mlitary service

Recognition should be tinely, as close to the anniversary date as
possi bl e. Keepsakes may al so acconmpany Length of Service
certificates. Keepsakes should be appropriate, of nom nal val ue
(not exceeding $100) and be commensurate with the | ength of

servi ce.

Agency Honorary Awards

Each agency may establish honor awards and criteria as
appropri ate.



Depart ment Honor Awards

Departmental Honor Awards provide recognition to enpl oyees of the
Department and our partners. Honor awards are the nost
prestigious recognition that can be granted by the Departnent for
career acconplishnents, exceptional support of the departnenta

m ssion, or for heroism

O her Federal and External Honor Awards

These awards are sponsored by other federal agencies or

organi zati ons or are co-sponsored with the Departnment. These
awards may include, but are not limted to, the GEl CO Public
Service Award, the Roger W Jones Award, the Wlliam T. Pecora
Award, and the WSE (Wnen in Sci ence and Engi neering) Award

The Departnent will dissem nate award criteria including the
sponsor, the due dates, and other pertinent information, through
Agency Human Resources Managenent Divisions, when awards are
announced.



EMPLOYEE RECOGNI Tl ON DELEGATI ON WORKSHEET Exhi bit 2
This chart describes approval limtations as authorized by USDA and

provi des a worksheet to define the del egations within their area of
responsibility. Delegations for each area of responsibilities nust be

defi ned.
Approval with One
MAXI MUM Approval with H gher Level
RECOGNI Tl ON AUTHORI TY ALLOWED No hi gher | evel Revi ew ( Manager,
CATEGORY BY USDA POLI CY review required. Super vi sor or
Equi val ent)
Exanpl e: Title* Title*
Cash Val ue Val ue
Al enp Al enp
<$100 $101 - 500
CED, DC, CDM
DC, CED, $501- 999
<$500 AC, RDM DD
CDM & above $501- 2, 000
State Ldr
< $10, 000
Cash Title* Title*
Up to $500 Nom nati on and approval by Val ue Val ue
all enpl oyees (no higher
| evel review is required)
$501 to Approval with one higher
$10, 000 | evel of review
Quality Step Rating of ficials nom nate;
I ncrease one higher level of reviewis
required
Thank-you Card or |[Nom nation and approval by
Letter & all enpl oyees (no higher
Certificates | evel review required)
Savi ngs Bonds Nom nati on and approval by
Up to $250 all enpl oyees (no higher
Pur chase | evel review required)
Price
Keepsake Itens Nom nati on and approval by
Up to $250 all enpl oyees (no higher
| evel review required)
Gft Certificates |Nom nation and approval by
Up to $100 all enpl oyees (no higher
| evel review required)




Time- O f
Up to 10 Nom nati on and approval by a

Hour s manager or supervisor (no

hi gher |evel review

required)**

11-40 hours |Approval with one higher

[ evel of review*

*At a mini mum desi gnated approving officials nmust be identified by
title. Approval indicates funding is avail able.

** Further limtations apply to part-time and intermttent enpl oyees.

Effective: Area of Coverage:

Aut hori zedOf fi ci al :




USDA Service Center

Exhibit 3

Enpl oyee Recognition Nomi nati on and Approval

Reci pi ent’ s Nane:

Title, Series and G ade:

Enmpl oyer (specify agency):

Soci al Security Number:

Duty Station:

Recipient’s Contribution:

Time Period of
Contri buti on:
to

Award Type:
Cash: $ .00
Gft Certificate: $ .00

Keepsake: (Description of recognition item:

Qs : New G ade and Step:
Time Of: hour s

U S. Savings Bond: $ .00
Fundi ng Code:

Human Resources Use Only
NOA:

Aut h:

Ef f
Dat e:

Recogni ti on during
previ ous 12 nont hs:

Nomi nati ng Enpl oyee: (Nane)

Si gnat ur e: Dat e:

If Required, Reviewing Oficial: (Nane)

Si gnat ur e: Dat e:

Approving Oficial: (Nane) Appr oved: ( ) Yes
( ) No

Si gnat ur e: Dat e:




Filing Instructions: Cash, QSlI, Time-off, Savings Bonds, G ft
Certificates — Enpl oyee Performance File and O ficial Personnel Fol der
(optional, left hand side ); Keepsakes — Attach to procurenment and/or
paynment docunent.

SCA- 4130



JUSTI FI CATI ON QUTLI NE Exhibit 4

Following is a step-by-step outline that describes the sections and
verbiage to justify an award.

l. During the period of (give time of performance), (give nane of
i ndi vidual or group), (give explanation of acconplishnent).

. Thi s exceeded expectations as identified in the current position
description by:

a | mproving quality.
b Timely conpl etion of the project.
c I ncreasi ng productivity.
d Overcom ng adverse obstacl es or working under unusua
ci rcunst ances.
e Usi ng unusual creativity.
f Savi ng the Governnent time and/or noney.
g I ncreasi ng program ef fecti veness.
I[11. As a result:

a Proj ect acceptance.
b Savings in time, noney, and/or material
c More efficiency.
d Ef f ecti veness.
e Technol ogi cal advancenent.
f Productivity increase.
I mproved | evel s of cooperation that will result in

I V. Therefore, we propose an award of (anount/hours).





